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PS Talent Manager for Human Resources

Welcome to the PeopleSoft Talent Manger for Human Resources training module. In this module
you will learn the tasks necessary to efficiently navigate the hiring process within PeopleSoft.
Please complete each module in the "Try It" phase. Once you have completed all modules,
launch the quiz to test your knowledge. You will need to pass this quiz in order to obtain access
to utilize these modules within PeopleSoft. If you have any questions, please contact the Talent
Acquisition team at 1-855-773-4647, option 2.

Vacancy Request/Job Opening

It is the responsibility of the Human Resources Generalist or Director to create and submit
vacancy requests to the Strategic Hiring Committee via PeopleSoft. Once the vacancy request has
been approved, automated workflow will be sent to the individuals listed in the hiring team with
instructions to create the job bank posting.

SHC Vacancy Request

In this section you will learn how to create and submit a Vacancy Request to the Strategic Hiring
Committee for approval to fill a vacant position control number (PCN). Information submitted
here will assist with quickly building your job bank posting if/once the PCN is approved to post
and fill.

For questions concerning submission of a request other than Vacancy, contact the Compensation
and Organization Design Division.

View SHC FAQ's: (https://hr85.gmis.in.gov/LMS_SPD/UPK/eTalent/FAQS/SHC.docx)

Procedure

Important Information s o~

PeopleSoft Toolset Upgrade

opleSof ources (HR) will be down from September 19th at
4:30pm to 3nd at 6:00am for a toolsst upgrade. Please do not try.
0 access HR during this time

Open Enraliment Elections o o~

There are currently no open benefits events to display.

Page 1


https://hr85.gmis.in.gov/LMS_SPD/UPK/eTalent/FAQS/SHC.docx

Step

Action

From the Main Menu, click the SOl SHC Request menu.
|51 s01sHC Request

Click the Add button.

Select Vacancy from the Reason for Request drop down menu.

Enter the desired information into the Position Number Required field.

Press [Tab] to populate information.

To complete the SHC Vacancy request you must indicate if this position is
necessary for the operation of the agency.

Click Yes or No from the required list box.

[ ]

To complete the SHC Vacancy request you must indicate if this position provides
protection of life and property.

Click Yes or No from the required list box.

L -

To complete the SHC Vacancy request you must indicate if this position generates
revenue.

Click Yes or No from the required list box.

[ [

Vacancy requests require the submission of a detailed narrative. Please be sure to
provide adequate information in your narration. If a position is showing an
incumbent in the PeopleSoft system, please include in your narration the date the
position became (or will become) vacant.

Provide a justification in the Comment field if any question was answered with
YES.

10.

Please indicate the source of funding for the position. Multiple funding sources may
be indicated such as split funding between the General, Federal and Dedicated
funding sources. The source of funding would be provided by your controller. In this
instance, if the position had split funding between the General Fund and Federal
Fund, you would enter 16,874 into the General Fund Salary field and 16,874 into the
Federal Fund Salary field.

Enter the desired information into the General Fund Salary field.

11.

Press [Tab] to populate information.

12.

Enter the desired information into the Telephone field.
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Step

Action

13. In order to accurately service the needs of the agency it is essential that the
necessary documentation be included with EACH request. A Budget Impact
Statement is required for all transactions that involve a change in funds or fund
centers.

If the request will result in a change in your organizational structure, you will need
to provide an organizational chart showing the current structure and one with the
new proposed structure.

Above Minimum, Policy Exception, Salary Adjustment or Executive Hires require
the submission of a current application or resume.

Click the Add Attachment link.

14. Click the Browse... button to select the file to upload.
| Browse_ |

15. Select the document that needs to be attached to this request.

TX Job Description.pdf

16. Click the Open button.
[ Open |"r

17. Click the Upload button.

18. Click the Job Opening Details tab to add posting information into the SHC
Vacancy request.

Job Opening Details]

19. Enter the desired information into the Posting Title field (i.e. working title). This
will be the title that is displayed on the job bank posting and the automated offer
letter. The Posting Title is required to submit the vacancy request.

20. Click the Maximize button to enlarge the Job Description field.

NOTE: Expanding your view is optional. You are welcome to enter information in
the small view without expanding the page.

21. Enter the Job Description (i.e. Purpose of Position/Summary) for the posting.
NOTE: Job descriptions should be an At-A-Glance view of the job. Please be as
brief as possible.

22. After you have entered the job description you can select the Minimize button to

return to the Job Opening Details main page.

Page 3




Step

Action

23.

Click the Maximize button to enlarge the Responsibilities field.

NOTE: This section is optional if it is an agency practice to list the essential duties
in the posting.

24.

Enter the Responsibilities (i.e. Essential Duties) for the posting.

25.

After you have entered the responsibilities you can select the Minimize button to
return to the Job Opening Details main page.

26.

Click the Maximize button to enlarge the Preferred Experience field.

27.

Review the auto-populated information in the Preferred Experience section and edit
if necessary.

NOTE: A Preferred Experience statement will not auto-populate for any job code
that does not have a standard statement stored in PeopleSoft (i.e. EXBB, formerly
non-merit job codes, etc). If you know what the manager would like to list as the
Preferred Experience statement, list it. If not, it can be listed when the job opening
is created. Contact the Talent Acquisition division with questions.

Click in the Preferred Experience text box and add any additional information.

28.

After you have reviewed and/or edited the information in this section, click the
Minimize Screen button.

29.

NOTE: Standard statements populate into the Benefits section (for full-time regular
positions only) and the Equal Employment Opportunity section. To add additional
information to either of these sections, repeat the steps listed above.

30.

Click the Add Recruiters link.

Enter the name of the agency recruiter or use the lookup feature to search for this
person. To add more than one Recruiter, repeat these steps.

NOTE: The Recruiter field is required to submit the vacancy request.
[[#] Add Recruiters |

31.

Enter the desired information into the field.

32.

Press [Tab] to populate information.
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Step Action

33. Click the Add Hiring Managers link.
Enter the name of the hiring manager for this position or the individual that will be
tasked with creating the job bank posting. If necessary, utilize the lookup feature to
search for this person. The individual listed in this field must have Hiring Manager
access within PeopleSoft Talent Manager. To add more than one Hiring Manager,
repeat these steps.
[Add Hiring Managers]

34. Enter the desired information into the field.

35. Press [Tab] to populate information.

36. Click the Add Interested Parties link.
Enter the name of Interested Party or utilize the lookup feature to search for this
person. To add more than one Interested Party, repeat these steps.
NOTE: This field is optional and is best utilized for individuals that are not
required to create a job bank posting but will review applications via PeopleSoft or
will be a part of the interview team. To review applications, individuals must have
Hiring Manager access even if they are only listed as Interested Parties.
[4dd Interested Parties|

37. Enter the desired information into the field.

38. Press [Tab] to populate information.

39. Click the Save and Submit button.

NOTE: Once the vacancy request has been approved by the Strategic Hiring
Committee, the Originator and individuals listed as Recruiter(s), Hiring Manager(s),
and Interested Party(s) will receive appropriate workflow.
| Save and Submit

40.
End of Procedure.

Create New Job Opening

In this section you will learn how to create a job opening and set up the screening criteria for an
approved vacancy with the goal of obtaining an appropriate candidate pool from which to select

and hire. Job bank postings should be listed as an At-A-Glance view of the position.

NOTE: The steps in this module assume your vacant position number (PCN) was submitted to
the Strategic Hiring Committee as a Vacancy Request by your Human Resources team. If your
vacancy was submitted as something other than as a Vacancy Request, you will need to build

your posting from scratch. Contact your recruiter for a quick step guide.

View Job Opening FAQ's:
(https://hr85.gmis.in.gov/LMS SPD/UPK/eTalent/FAQS/CreateNewJobOpening.docx)
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Procedure

| Employee-facing registry content | & [P==rER =
€ @ hitpsy/d gov/psp/hi91qa/EMPLOYEE/HRMS/h/tab=DEFAULT ¢ || B~ Google Pl B & A =
Favorites~ | Main Menu~
Search Menu: Home | Workist | AddtoFavories | Sign out
ORACL(| ®
N Personalize Content | Layout 2 Help
My Learning » || /Important information S o~
Strategic Hiing| £1  Recuiing D
& Workorce Adminisration , SPD BENEFITS HOTLINE/ INFO
& Benenis ' 2016 Open Enroliment Website
. =] n ’
‘You must c & . Benefits Hotline: 7:30 am. to 5 p.m. Monday through Friday
317-232-167 within Indianapolis area
€3 Workforce Development » | 1877-248-0007 tollfree outside Indianapolis
€1 Organizational Development » | Benefts Email
€3 setUpHRMS > | Indiana State Police Employees
o » | 317-232:8275 within Indianapolis area
= 1-800-622-499 tollfree outside Indianapolis
9 Tree Manager » | Indiana Conserva tion Offcers
For Health, Dental and Vision only, Contact Pam Nelson at 3172324193
£2 Reporting Tools ’
€3 PeopleTools » | Indiana Excise Police Officers
B ol For Health, Dental and Vision only, contact Angie Wills at 317-234-6521
S01SHC Request
8 Open Enroliment Elections S o~
[E usage monttoring
[E] Change My Password Entes Elecions.
B MyPersonaiizations
B My system Profile
[E yDictionary
B myresss

E  submita GMISIssue

OPEN ENROLLMENT

OCT. 29 -NOV. 19, 2014 (svnoonesn)

Note: I you are using Intemet Explorer 6, you may receive an “Object Error”
message when selecting your Benefits. You should upgrade to Intemet Explorer

7 or higher
Note: It is a violat 1 e Agreement’ to share your
LISEIN ar Dasewnret with ANYANE Ranaft alactions. mara durinn Onan
fpsp/hi91qa/EMPLOVEE/HRMS 5/ WEBLIB PTPP_SC HOMEPAGE FieldFor ¢ AppHP? HC_RECRUIT_EMPLOYEERFolderPath=PORTAL ROOT_OBJECTHC_ RECRUIT_ EMPLOYEERIsFolder=true -

Step

Action

From the Main Menu, click the Recruiting link.

Click the Create New Job Opening link.
[Create New Job Opening]

In the Business Unit Field, enter your agency Business Unit.

Press [Tab] to populate the information.

In the position field, enter the position number (PCN) for the vacancy.

NOTE: The position number must be approved by the Strategic Hiring Committee
(SHC).

Press [Tab].

Click the Continue button.

NOTE: Do note click ‘Save as Draft’ or ‘Save and Submit’ until after reviewing the
information provided within the Posting Info. tab.

Review the information on this page (Job Info tab). If you are posting more than one
position, click in the Target Openings field and enter the number of positions to be
associated to the requisition. If you are only posting one position, make no changes
to the Target Openings or Available Openings fields.
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Step

Action

9. Tab out of the field. You will receive a warning message if head count is different
from position, click the OK button.

10. Scroll to the section titled positions and click the Add Positions link.

11. Click the Magnifying Glass icon.

12. In Position Number field enter the next position number that has been approved by
the Strategic Hiring Committee.

13. Click the Look Up button.

14. To add more position numbers follow these steps until all approved positions have
been added. Make sure the number in the Target Openings matches the number of
position numbers you have entered into the list.

If this is a field position, it may not have an associated Recruiting Location. To add
a Recruiting Location, click the Magnifying Glass icon to find an appropriate
location. No changes are necessary if there is already a Recruiting Location listed.
NOTE: Should you wish to add multiple recruiting locations (i.e. this position
covers a territory of numerous counties, etc) change the Openings to Fill from
Limited to Unlimited. Then under Recruiting Locations, click the Add Additional
Locations link and add as many locations as necessary.

15. OPTIONAL: At the bottom of the page, enter the name of the Employees Being
Replaced exactly as it is in PeopleSoft. Click the Magnifying Glass icon to search
by Employee ID if necessary.

16. Press [Tab] to populate the information.

17. Click the Next Step link.

Mext Step
18. Review the information on the Min Requirements page; however, make no changes.
Click the Next Step link.
Mext Step
19. At this time we are not using the competencies page. Click the Next Step link.
Mext Step
20. Click the link with the vacancy’s posting title found in the blue Job Postings section.

This Posting Title was entered when the vacancy request was submitted to the
Strategic Hiring Committee.

Click the Human Resources Generalist 2 - Benefits link.
NOTE: You must click the link before clicking 'Save as Draft' or 'Save and

Submit’. Otherwise, the posting information added during the vacancy request
process will not populate.

Page 7




Step

Action

21.

Review the information listed in the sections on this page: Posting Title, Equal
Employment Opportunity, Benefits, Preferred Experience, Responsibilities (if
listed), and Job Description. Edit as necessary; however, all full-time postings
should include each of these sections with the exception of Responsibilities. 1f no
Responsibilities are listed/ needed to be listed for this posting, you can remove this
blank section by clicking the trash can icon in the top right corner of the
Responsibilities section.

NOTE: All sections will default with a view of Internal and External meaning any
applicant can apply. Should you wish the posting to be viewed by only internal State
employees, change all sections to Internal Only. External Only is not recommended.
Internal applicants should always be given the opportunity to apply to all positions.

NOTE: If nothing pre-populates on this page, this means that the position was
submitted to the Strategic Hiring Committee as something other than as a VVacancy
Request (i.e. reclassification, etc) or you’ve already clicked the ‘Save as Draft’ or
‘Save and Submit’ button. If your vacancy was submitted as something other than
as a Vacancy Request, you will need to build your posting from scratch. Contact
your recruiter for a quick step guide. If you had already clicked the ‘Save as Draft’
or ‘Save and Submit’ buttons, you will need to start over from step 1 of this Create
New Job Opening process.

22.

If necessary you can add a section that isn’t listed. Typical uses of other Posting
Descriptions/Description Types:

Additional Comments- Use this if there is something out of the ordinary about the
job. For example, 'Successful candidate will be on call for 24 hours a day, three
days a week.'

Hire Salary- Use this if you have been authorized to hire above the minimum
salary.

Other Information- This field should only be an option for DNR and DOC per
agency practice.

To add a section that is not listed, click the Add Posting Descriptions link.
[Add Posting Descriptions|
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Create New Job Opening

€ a s /psp/hi9lqa/EMPLO /HRS_HRPM.HRS_JO_LAUNCH.GBLFolderP ath=PORTAL_ROOT OBJECTHC | v G AeE & A=
Favorites ~ | Main Menu~ > Recriting ~ > Create New Job Opening

Home | Workist | AddtoFavorites | Sign out
ORACLE"

[0 Posting Descriptions

“Visible: [ = @
“Description Type: External only
“Description: Intemal Only
I and Exieral
Description: 2 =
]
[7Add Posting Descriptions
“Visible: intemal and Extemal - @
“Description Type: Benefis =
“Description: [Beneits Statement Q
Description: Ny @ PRI E=R=Y Py
== P Jee[ T)ie 7 u o)
= £ A A il |

Step

Action

23.

Click the Visible list and select the option that matches the other sections.

24.

Click the Description Type list and select the appropriate option.

For this example, we will select Hire Salary and then add the additional information
into the Description Field.

Create New Job Opening

€ a s /psp/hiSlqa/EMPL RS_HRPM.HRS_JO_LAUNCH.GBL?FolderPath=PORTAL ROOT_OBJECTHC | v ¢ || [~

Pl 3 A=

Favorites ~ | Main Menu~ > Recriting ~ > Create New Job Opening

Home | Workist | AddtoFavortes | Sign out
ORACLE"

[]Add Posting Descriptions

“Visible: infemal and Exlemal - @
“Description Type: Fire Satary =
“Description e Saiary a
Description: i@La FERR RaEDBEBBL O =
s [loms o[ [l | 8 2 )
BE= £ A A a
Hire Salary
Salary may be commensuarate with experience
[7AdG Posting Descriptions
“Visible: infemal and Exlemal - @
“Description Type: Bensfits =
“Description Beneiits Statement a
Description

2 a @ HelEDEES O
omat <] Font [ e[ [)B 1oy e
i Al
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Step Action

25. To add another section, repeat these steps. After you have reviewed and/or edited
all necessary posting information, scroll down to the Posting Destination section.

26. Review the listed posting destinations and make any necessary changes. If no
changes are made, your job opening will be posted to both internal and external
candidates starting on the day the recruiter approves the posting and will expire after
14 calendar days. If you would like to change the amount of time your job is posted
to the job bank, change the Posting Duration (Days) section to a more appropriate
number. Contact your agency Recruiter with questions.

NOTE: If you changed your Visible fields to Internal Only, you will need to delete
the line for External by clicking the Trash Can icon.

| Create New Job Opening \+ S
€ ) & hitpsy//devhr853 gmis.in.gov/psp/hi9Lqa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH,GBL?FolderPath=PORTAL ROOT_OBIECTHC | v & || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Recuiting - > Create New Job Opening

Home | Workiist | AddtoFavorites | Sign out

ORACLE’

[Add Posting Descriptions

*Visible: M o
*Description Type: e
“Description: a
Description: el W=z Ea Q
Font | size B 7 U e
= = A~ o

Job Description:

The Indiana State Personnel Depariment is currently seeking a Benefits specialistwithin the
Benefits Division of ihe State Personnel Depariment. A Benefits Specialist is responsible for
administration ofvarious statewide employee benefits programs such as health, dental,
vision, and life insurance and flexiole spending accounts. In addition, the candidate oversees
administration of the disability and worker's compensation program

[5]Add Posting Descriplins

Job Posting Destinations Personal iize | Fina |08 First B 12012 B Last
bostnation rostingType "SEHEORN postoue  pemovosate  "eStgDuraton

emet imemal + | ApproveDi 11052014 1192014 W oo
ntemet Bxemal +| ApproveDie 1052014 119201 W @

Add Posting Desfinations

Step Action

27. Click the Preview button to review the posting as an applicant will view it.

Preview

28. Review the information on this page and then click the Return to Previous
Page link
[Return to Previous Page]

29, Click the OK button.

30. Click the Next Step link.
Mext Step
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Step

Action

31.

If you serve as recruiter for your assigned agency, you are responsible for setting up
the screening criteria for each posting based on the preferred experience statements
and/or preferences of that hiring manager beginning with the Education/Experience

page.

For this posting example, the preferred experience statement is: Four (4) years work
experience in human resources management including: compensation; benefits;
employee relations; employment law; affirmative action; recruiting; or human
resource development and/or retail management; plant management; field
supervisory experience; or accredited college training in a related field.

In the Work Experience & Education section, each level of education has been
provided for you. Based on the preferred experience statement for this example,
education can be substituted for related work experience. The education to work
experience substitution equation is as follows:

Associates degree = 2 years of work experience

Bachelors degree = 4 years of work experience

Masters degree or higher =6 years of work experience*

*Six years is the highest education substitution permitted even if the candidate
possesses a degree higher than a Master’s level degree.

Using this equation, enter the appropriate amount of work experience next to each
education level.

32.

In this example, if a candidate has listed an Associate’s degree as his highest level of
education, his related degree will substitute for two (2) years of related work
experience. This candidate should still possess at least two (2) years of work
experience to meet the preferred experience statement for our example. However, as
a reminder if a candidate doesn’t have the education and/or experience listed in the
preferred experience statement but the hiring manager feels the candidate possesses
the knowledge, skills and/or ability to perform the necessary functions of the
position and can justify the hiring decision should that become necessary, the Talent
Acquisition Division recommends that the hiring manager should be allowed to
consider this candidate for hire.

For additional examples of how this section could be set up based on differences in
the preferred experience statements, contact the Talent Acquisition division.

33.

No other changes should be made to the Education/Experience tab. If specific
educational degrees or professional licenses are required for the position,
appropriate screening questions should be added on the Screening tab.

34.

Click the Next Step link.
Mext Step
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Step

Action

35. All Core SOI Screening Questions have been added and should not be deleted.
In an effort to provide a more qualified and streamlined applicant pool, it is
recommended that job specific screening questions be asked of each applicant. For
best results, add a job category question set or individual job specific screening
questions. For a full list of screening questions or to have questions and/or question
sets added to the database, contact the SPD Talent Acquisition division.
To add a question set, click the Load from Question Sets link.
| oad from Question Sets]

36. Select the Check Box to the left of any relevant question set you wish to add to your
posting.
For this example select the Human Resources checkbox.
]

37. Click the OK button.

38. To view the questions once added, click the View Answers link to the right of the
line that was added and then click Return.
Click the View Answers link.

39. Click the Return button.

40. To delete any unnecessary questions, click the Trash Can icon next to the question.

41. If you’ve clicked the trash can icon to delete a question, you will then click the OK
button to delete it.

42. To add individual job specific screening questions, click the Add Screening
Questions link.
[Add Screening Questions]

43. Click the Look up Question graphic to search for appropriate questions.

Il
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_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECTHC_ v &

Look Up Question ID

- Help »
| ‘Question ID:
Question Code:  begins with +
wd Description: begins with v
E Long Description: contains -
o} ookt | Gar [ Gt ossieokn
s
earch Results
E: Only the first 300 results can be displayed
View 100
o oSN QSO s Descrition Long Deseripion
11000;  1AGE Active Age Category Are you 18 years old or older?
E: 1001 28UPV Active Supenisory experience Do you have supenisory experience that involves employment decisions (such as hiring, promotions, demotions and performance reviews), disciplinary
1002 3DISCHARG Acive Dischargedioy anyemplojer  Have you evr been cicharged b any emploer forreasons oiherthan downsizig oraofT?
E 1005 5 WK EXP Active Years of relevant experience Please selectthe appropriate level of work experience (include all work experience).
1006 GUSELG  Acive US Work iy At you gl autnorzed o wark nhe Unied Sttes?
©H 1007 7DRIVLIC Actve Drivers License Do you possess avalid driver's license?
1008 ADMIN 1 Active Statistical reporting Do you have professional work experience in the area of statistical reporting or research analysis?
1009 ADMINZ  Acive Economics fnance,legis  Doyou have professionalwork exprience inne areaof economics, inanc, leisialon o educalion/emplayment raining rograms?
1010 ADMIN3  Acive Program Caordnation Do you have prafessionl work experince i ne s1ea of program coordinatin, developmentor mplementaton
1011 ADMINS  Acve Grantprograms Do you haveprofessiona work experienc i he rea of rantprograms (ncluding grantwiing and grant planning)?
sof 1012 ADMINS Active Admin 5 Please selectthe level of work experience in Administrative, Procurement andior Purchasing work which best describes your background.
fof] 1012 ANIHLTH1 Active Veterinarian License Do you possess avalid Veterinarian license issued by the State of Indiana?
A‘P‘ 1014 ANIHLTH2 Active Accrediation by USDA-APHIS Are you accredited by the USDA - APHIS (United States Department of Agriculture - Animal Plant Health Inspection Services)?
1015 ANIHLTH3  Acive Animal healh, animalscence  Doyou have professionalork experience nhe area of animal healt, animalScence, ilagy, ehemist,anal procucton, agrcufure, verinary echi
9dl 1016 |ANIHLTH4 Adive Meatandior poultry slaughter Do you have work experience in a retal or wholesale meat andior pouliy slaughtering andior processing establishment as a slaughterer andior process
mj 1017 ANIHLTH5 Active Livestockindustry Do you have work experience in the livestock or related industry?
1018 ANIHLTHE  Active Dairy Sanitation Do you have professional work experience in the area of regulatory work or g bulk milk hauling, dairy farming, indus
1019 ANIHLTH?7  Active Dairy Farming Do you have work have experience in dairy farming, including bulk milk hauling, dai dustry field work or milk sanitation, food, drug or dairy manufacturi
1021 ARCHEENG 1 Acive Archiectcensire At You  lcensed arnitect it State of indana?
o] 1022 smorEnG 2 acive protessianai Engiser icense  are you cansed as a Profssional Engineer i he Sat afiniana?
1023 ARCHIENG3 Aclive Hydraulic & Hydrologic Eng Do you have professional work experience in the area of hydraulic and hydrologic engineering for bridges and other large or complex drainage structures:
2§ 1024  ARCHENG4 Active Product Design & ProductEng Do you have professional work experience in the area of product design, product engineering, product research, or testing involving the manufacture of in
1025 ARCHIENGS5 Active Environmental Engineering Do you have professional work experience in the area of environmental engineering?
1026 ARCH/ENG 6 Active Work Exp in Arch & Engineering  Please select the level of work experience in Architecture & Engineering work which best describes your background.
1027 BOSCI1  Acive Anaitical Chemist Doy have proessionalwork experience 2 an analcal cermist?
E 1028 BIOISCI 2 Active Weights & Measures or Meteorol Do you have professional and technical work experience in the area of weights and measures or metrology?
1029 BIOISCI 3 Active Bio, sanitation, env Do you have professional work experience in the area of biology, food or drug heaith, nutrition or
7[] 1030 BIOISCI 4 Active Lab exp with micro org Do you have professional inthe study of
1031 HOSCIS  Acive WorkEp BiologicaScientiie  Please selectine eve of work experience nBilogical and Scentfc wr which bestdescibes your ackoround
1032 CHEN1  Acive BachelorDegree Do you possess a Bachelordegres n chemistyor cosely reated sience ield?
icg 1033 CHEM 2 Active WrkExp as analytical chemist Do you have professional laboratory work experience as an analytical chemist?
1034 CHEM 3 Active Advanced Knowledge Do you have advanced knowledge and work experience in gas Mass specirometr
Mai 1035 CHEM 4 Active Quality Control & Assurance Do you have a thorough understanding of commonly used Quality Control and Quality Assurance practices and data validation protocol used by EPA?
a6 onens s s s i s in s ton orenars
el n | i
s e ToE OpEG et o Oy T

Step

Act

ion

44,

-

Change the Long Description drop down to Contains and then enter the appropriate
keywords into the blank field.

contains

Pending Approvals

€ | 8 state of Indiana (US)

/c/HRS_HRUEHRS_RECRUIT_CONSOL GBLTFolderPath=P( v C'

Look Up Question ID

Help

Do you have supenisory experience tnat involves employment decisions (such as hiring, promotions, demotions and performance reviews), disciplinary

Do you have professional work experience in the area of economics, finance, legislation or education/employment training prograrms?

Please selectthe level of work experience in Adminisirative, Procurement and/or Purchasing work which best describes your background.

Are you aceredited by the USDA - APHIS (United States Depariment of Agriculture - Animal Plant Health Inspection Senvices)?
Do you have professional work experience in the area of animal health, animal science, biology, chemistr, animal production, agriculture, veterinary tech!
Do you have work sxperience in a rstail or wholesale meat andior poultry slaughtering andior processing sstablishment as a slaughterer andlor process.

regulatory work or  bulk milk hauling, dairy farming, indue

Do you have work have experience in dairy farming, including bulk milk hauling, dairy industry field work or milk sanitation, food, drug or dairy manufacturi

Do you have professional work experience inthe area of hydraulic and hydrologic engineering for bridges and other large or complex drainage structures:
Do you have professional work experience in the area of product design, product engine ering, product research, ortesting involving the manufacture of in

health, nutrition or

mass spe
Do you have a thorough understanding of commenly used Quality Control and Quality Assurance practices and data validation protocel used by EPA?
L verbally and in A written format?

i ] ’

o
sud Question D:
Question Code:  begins with +
Description: “begins with ~|
| LongDescription: contains v |uniform
[
| LookUp || Clear | Cancel [BasicLookup
’j Search Results
gd| ont e st z00 resurs can e iz
View 100
N Question/uestion 111, pegcription Long Deseription
oD e
o] [1605]  1AcE Active Age Category Are you 18 years old or older?
Al 1001 2SUPV  Actve Supervisory experience
34 1002 3DISCHARG Aciive Discharged by anyemployer  Have you ever been discharged by any employer for (eas0ns other than downsizing or ayoff?
Sl 1005  SWKEXP  Acive Years of relevant experience  Please selectihe appropriate level of work experience (include all work experience).
.o 1006 BUSELIC  Acive US WorkEliginilty Are you legally authorized to work in the United States?
o 1007 7ORWUG  actve Divers License D0 you possess avalid drvers license?
1008 ADMIN1  Acive Stafistical reporting D0 you have professional work experience in the area of statistical reporing of research analysis?
/anf 1009 ADMINZ  Acive Economics, finance, lagis
i 1010 AouN3  acive program Cooranaion Do you have professional work experience in the area of program coerdination, development or implementation?
1011 ADMINA  Active Grant programs D0 you have professional work experience in the area of grant programs (including grant writing and grant planning)?
i 1012 ADMINS  Acive Admi
1013 ANIHLTH1  Acive Veterinarian License D0 you possess a valld Veterinarian license issued by the State of Indiana?
[HA{ 1014 ANIMLTHZ  Active Accrediation by USDA-APHIS
1015 ANIHLTH3  Acive Animalhealth, animal science
En| 1016 ANIHLTH4  Acive Weatandior poultry slaughter
1017 ANIHLTHS Acive Livestockindustry D0 you have work experience in the ivestock or related industry?
4 1016 arTie  Ace Daiy Santaton Do you have professionsl work experence inthe ara of
E 1019 ANIHLTH7 Acive Dairy Farming
1021 ARCHENG 1 Aclive Archiect licensure Are you a licensed architect with the State of Indiana?
[Tal 1022 ARCHENG?2 Acive Professional Enginserlicense  Are you licensed as a Professional Engineer with the State of Indiana?
1023 ARCHENGS3 Acive Hydraulic & Hydrologic Eng
1025 ARCHENGS Aclive Emviranmental Engineering Do you have professional wark experience in the area of envirenmental engineering?
[Dd 1026 ARCHENGS Acive Work Expin Arch & Engineering  Please selectine level of work experience in Architecture & Engineering work which best describes your background.
1027 BIOSCI1  Acive Analytical Chemist Do you have professional work experience as an analyiical chemist?
E: BIOISCI2 Actve Weihts & Neasurss orMeteorol Do you haue prfesslonal and technicalwork experence nhe area fwelghts andmeasures or metelogy?
BIO/SCIZ  Actve Bio, sanitation, env hith D0 you have professional work experience in the area of biology, fo0d or drug
rd BIQ/SCI4  Acive Lab exp with micro org Do you have professional laboratory experience in the study of microarganisms?
BIOSCIS  Acive WorkExp Biological&Scientific  Please selectihe level of work experience in Biological and Scientific work which best describes your background.
g CHEM1  Acive BachelorDegree D0 you poss ess a Bachelor degree in chemisty or closely related science field?
GHEMZ  Acive WrkExp as anaitical chemist Do you have professional Iaboratory work experience as an anaiical chemist?
GHEM3  Acive AtvancedKnowledge Do you have advanced knowledge and work experience in gas
CHEM4  Acive Qualty Control & Assurance
CHFMS  Arive G N0 vaur have an ahiltvio anahisis
002112 Human Resources Generalist 2 ‘ ‘
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Step Action
45, Click the Look Up button.
46. Review the options presented and then click the appropriate Question link to add to
posting.
NOTE: To add more individual screening questions, repeat these steps.
[Uniformed Svcs Empl & Reemp|
47. If you act as Recruiter for your assigned agency, you are responsible for setting up
the screening criteria for each posting based on the preferred experience statements
and/or preferences of that hiring manager. It is required that you set up Pre
Screening criteria; however Preliminary Screening is optional.
WARNING: If Pre Screening criteria are not set up, applicants will be unable to
successfully apply to the posting.
All applicants will be asked a set of Pre Screening questions prior to accessing the
complete State of Indiana application verifying each applicant is 18 years of age or
older and legally authorized to work in the United States. If an applicant answers
incorrectly to either question, that applicant will not be permitted to apply for that
position.
48. Click the Pre Screening link.
Pre Screening
49, Click the Set Default VValues button. The checkmarks will populate in all of the
‘Use in Screening’ and ‘Required’ fields for both screening questions.
| Set Default Values |
50. Click the OK button. This will save your Pre Screening criteria.
[ ok |
51. As a reminder, it is recommended that job specific screening questions be asked of
each applicant and that the Preliminary Screening criteria be set up to better
streamline your applicant pool. By properly setting up the Preliminary Screening,
unqualified candidates can be eliminated from the applicant pool for review and
those that are the most qualified be assigned the highest point value.
In the Applicant Screening section, click the Preliminary link.
Preliminary
52. Click the Set Default Values button.
NOTE: Do not remove any of the default values. All items should be marked ‘used
in screening’ and the questions already marked as ‘Required’ should remain
pass/fail (i.e. preferred experience).
Set Default Values
53. Check the Required box for the lowest level of education.

[
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Step

Action

54. If screening questions were added that should be pass/fail (i.e. applicants that answer
incorrectly will fail screening), check the ‘Required’ box for each of these questions.
NOTE: Only questions with yes/no answer formats can be marked as Required. It is
not possible to fail applicants based on questions regarding proficiency or years of
experience or those that are open ended.
]

55. If necessary, adjust the defaulted point values for any question. Those that answer
the questions you find most important correctly or with the best/highest option (i.e.
Expert proficiency or 10+ years of experience) will receive the highest screening
point value.
NOTE: A candidate’s point value cannot exceed 1000 points or screening will not
run properly. Pay close attention to the amount of screening questions added and the
points you are assigning to each.
To adjust the point values for any question, click the Edit Details link.
Edit Details

56. Adjust the point value appropriately.
Enter the desired information into the field.

57. Click the OK button.

58. Click the OK button .This will save your Preliminary screening criteria.
NOTE: At this time, we do not use Final Screening so the setup of this is
unnecessary.
[ ok |

59. Click the Next Step link.
Jext Step

60. Review the individuals listed on the Hiring Team page and make any necessary

changes.

Note: To add another Hiring Manager or Interested Party, click the Add Hiring
Manager (or Interested Parties) link and enter the appropriate name in the field or
use the Magnifying Glass icon to search. Individuals listed in the Hiring Manager
field must have appropriate access in PeopleSoft. Individuals listed as Interested
Party must have Hiring Manager access to be permitted to review posting or
application information.

[Add Hiring Managers]|
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Step Action

61. Click the Save & Submit button. Make note of the Job Opening ID at the top of
the page.

NOTE: Once you click Save & Submit, the individual listed as Recruiter will
receive workflow to review the posting and approve. Individuals listed as Hiring
Manager(s) and Interested Party(s) will receive workflow once the posting has been
approved and is posted to the job bank.

Save & Submit

62.

End of Procedure.

Recruiter: Review Posting

Recruiters are required to carefully review each posting to ensure they contain appropriate
information prior to appearing on the job bank. In this section, you will learn what to review,
what is required in each posting, and how to approve or deny the posting.

The individual listed as ‘Recruiter’ on the Hiring Team page of the posting will be notified via
automated workflow when a posting has been submitted for review. To open the posting using
the direct link in the workflow message, you must be logged in to PeopleSoft HR first. An
example of this workflow is below.
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Procedure

€ | @ state of Indiana (US) | https://devhr853.gmisin.gov/psp/hid1qa/EMPLOYEE/HRMS/h/tab=DEFAULT ¢ || B- Google Pl a & A =
Favorites~ | | Main Menu~
Search Menu: Home | Workist | AddtoFavortes | Sign out

ORACL( ®

SelfSenvice N Personalize Content | Layout 2 Help
My Learning + || mportant Information S ov
Strategic Hiring 3

All centralized agencies
’ Call SPD toll-free o
Benetts ’ /7By, Curent state smployess may dial
Compensation , 1-855-SPD-INHR 77~ 1555 SPDINHR (1855773 4647)
You must g (1-855-773-4647) , iy Medical
Time d Labor 4

| crvovecang e et \& =]

Workiorce Development 4 < Y.
employee datafverification of employment or employ uestio

Organizational Development * ' answered by a HR specialist
SetUp HRIS 4

, | The tollfree number will allow callers to select fom a menu of options and is
Enterprise Companents subject to change
Worklist ’
Tree Manager | Open Enrollment Elections c ov
Reporting Tools Enter Elections
PeopleTools 4
Careers

501 SHC Request
Usage Honitoring
Change My Password

My Personalizations

My System Profile
My Dictionary

iy Fesds OPEN ENROLLMENT

Submita GMIS Issue

e e o e A e A R

OCT. 29 -NOV. 19, 2014 (svnoonesn

et Explorer 6, you may receive an “Object Error”
ing your Benefits. You should upgrade to Intermet Explorer

Note: It is a violation of the Information Resource Use Agresment’to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enrollment with your logon credentials will be considered elections made by
you and will not be subject to dispute

Open Enrolimen

1 you are entering your new hire benefits between October 29th and Noon, i

Step

Action

From Main Menu, click the Recruiting link.
Fecruiting

Click the Pending Approvals link.

NOTE: Another way to open the posting for review is to utilize the direct link in the
automated workflow message sent to the individual listed as ‘Recruiter’ on the
Hiring Team page of the posting. To use this link, you must be the recruiter and
must first be logged in to PeopleSoft HR.

[Pending Approvals|

Click the job title you wish to review.

LnbApprovalHuman Resources Generalist 2 4
Benents:

If there is more than one Target Opening listed, ensure that there is an equal amount
of position numbers listed in the Positions section.

For example, if there are two Target Openings listed, there should be two position
numbers listed in the Positions section at the bottom of this page. If there is only one
position number listed in the Position section, contact the hiring manager or human
resources for this information and then add it before approving the posting.

Click the Posting Info. link.
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Step

Action

Click the posting title. For this example, click the Human Resources Generalist 2
- Benefits link.
[Human Resources Generalist 2 - Benefits|

Each posting for a full-time, regular position must include:

-Equal Employment Opportunity statement
-Benefits statement

-Preferred Experience statement

-Job Description

Ensure the job description, preferred experience and responsibilities sections aren’t
too detailed. A job bank posting is meant to be an advertisement for the position.
While it should be an accurate representation, it should also be as concise as
possible.

NOTE: The benefits statement is not required in a part-time or intermittent posting.
Part-time positions offer reduced benefits; however, we do not have a pre-populated
statement for this. You are welcome to manually add a statement referencing this.

Ensure that the ‘Visible’ fields for all Posting Descriptions match.

The Preferred Experience statement should be a close match to the standard
preferred experience statement for that classification. Preferred experience
statements can be edited based on hiring managers preference; however, please keep
in mind that we still need to ensure consistent and fair hiring for all positions.
Adding knowledge, skills and abilities to the Preferred Experience section is
acceptable and recommended.

10.

Ensure there are no misspellings or grammatical errors. To check for spelling errors,
click the spell-check icon.

11.

Ensure that the Posting Destinations are appropriate for the position. Positions that
are more difficult to fill should be on the job bank for at least 14 days. For positions
that aren’t as difficult to fill, such as Clerical or Administrative Assistants, it is
recommended that you change the Posting Duration (Days) to 3 or 5 days.

12.

Click the Preview button for a final review of posting information appearance.

Preview

13.

Click the Return to Previous Page link.
[Return to Previous Page]

14.

Click the OK button to get back to the main page.

15.

Click the Education/Experience tab.
[Education/Experience]
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Step

Action

16.

As the agency/facility recruiter, you are responsible for setting up the screening
criteria for each posting based on the preferred experience statements and/or
preferences of that hiring manager beginning with the Education/Experience page.

For this posting example, the preferred experience statement is: Four (4) years work
experience in human resources management including: compensation; benefits;
employee relations; employment law; affirmative action; recruiting; or human
resource development and/or retail management; plant management; field
supervisory experience; or accredited college training in a related field.

In the Work Experience & Education section, each level of education has been
provided for you. Based on the preferred experience statement for this example,
education can be substituted for related work experience. The education to work
experience substitution equation is as follows:

Associates degree = 2 years of work experience

Bachelors degree = 4 years of work experience

Masters degree or higher =6 years of work experience*

*Six years is the highest education substitution permitted even if the candidate
possesses a degree higher than a Master’s level degree.

Using this equation, enter the appropriate amount of work experience next to each
education level.

17.

In this example, if a candidate has listed an Associate’s degree as his highest level of
education, his related degree will substitute for two (2) years of related work
experience. This candidate should still possess at least two (2) years of work
experience to meet the preferred experience statement for our example. However, as
a reminder if a candidate doesn’t have the education and/or experience listed in the
preferred experience statement but the hiring manager feels the candidate possesses
the knowledge, skills and/or ability to perform the necessary functions of the
position and can justify the hiring decision should that become necessary, the Talent
Acquisition Division recommends that the hiring manager should be allowed to
consider this candidate for hire.

For additional examples of how this section could be set up based on differences in
the preferred experience statements, contact the Talent Acquisition division.

18.

No other changes should be made to the Education/Experience tab. If specific
educational degrees or professional licenses are required for the position,
appropriate screening questions should be added on the Screening tab.

19.

Click the Screening tab.
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Step

Action

20. All Core SOI Screening Questions have been added and should not be deleted.
In an effort to better streamline the applicant pool, it is recommended that job
specific screening questions be asked of each applicant. For best results, add a job
category question set or individual job specific screening questions. For a full list of
screening questions or to have questions and/or question sets added to the database,
contact the SPD Talent Acquisition division.
To add a question set, click the Load from Question Sets link.
|[#] Load from Question Sets |

21. Select the Check Box to the left of any relevant question set you wish to add to your
posting.
For this example select the Human Resources checkbox.
[

22. Click the OK button.

23. To view the questions once added, click the View Answers link to the right of the
line that was added and then click Return.
Click the View Answers link.

24, Click the Return button.

25. To delete any unnecessary questions, click the Trash Can icon next to the question.
]|

26. Click the OK button.

217. To add individual job specific screening questions, click the Add Screening
Questions link.
[Add Screening Questions]

28. Click the Look up Question graphic to search for appropriate questions.

29. Change the Long Description drop down to Contains and then enter the appropriate
keywords into the blank field.

30. Click the Look Up button.

31. Review the options presented and then click the appropriate Question link to add to

posting.
NOTE: To add more individual screening questions, repeat these steps.
[Uniformed Svcs Empl & Reemp|

Page 20




o=

€ @ state of Ll B & A=
Favorites — |  Main Menu~ >

Home | Workiist | AddtoFavorites | Sign out
ORACLE’
Esae [ECreate New ening [Next Job Opening |Job Opening List

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
Jobnfo._|[ Min. Requirements || Competencies || Posting Info. || Education/Experience || Screening || Hiring Team || Approvals

Additional Job Specifications First B8 1 of 1 B Last

Job Cod 0021

>>>>> “ wi,
Q o
w Compensation Q o
State FMLA a View Answers o
[HRM choice as profession a Enfer Evaluators
Emp in HR Dept Q a
Q o
a a
Q o
Q s @ L4
a Enter Evaluators il
Progressive Discipline [} Enter Evaluators il i
PertMgmt Process Q Enter Evaluators [
Uniformed Svcs Empl & Reemp QU View Answers o -

Add Screening Questions Loadfrom Question Sets

this Job Opening. Select the hyperink
ements

Step Action

32. As the agency/facility recruiter, you are responsible for setting up the screening
criteria for each posting based on the preferred experience statements and/or
preferences of that hiring manager. It is required that you set up Pre Screening
criteria; however Preliminary Screening is optional.

WARNING: If Pre Screening criteria are not set up, applicants will be unable to
successfully apply to the posting.

All applicants will be asked a set of Pre Screening questions prior to accessing the
complete State of Indiana application verifying each applicant is 18 years of age or
older and legally authorized to work in the United States. If an applicant answers
incorrectly to either question, that applicant will not be permitted to apply for that
position.

Scroll to the Applicant Screening section below.
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€ ) @ state of Indiana (US) s fpsp/t /EMPLOVEE/HRMS/c/HRS_HRUEHRS_RECRUIT_CONSOL.GBLIFolderPath=P( v C* || [~ Google AeE & A=

Favorites ~ | Main Menu~ > Recriting ~ > Pending Approvals
Home | Workist | AddtoFavorites | Sign out
ORACLE"
HRM choice as profession Q Enter Evaluators ]
Empin HR Dept Q View Answers
Workers Comp proficiency <Y Viewmnswers
Benefits Administration a Viewmnswers
Talent Acquisition Q Viewmswers
How stay current in HR? a Entervaluators [
Describe Emp Rel siuaiion Q Enter Evaluators ]
Progressive Discipline Q Enter Evaluators ]
Perf Mgmt Process <Y Enter Evaluators ]
Pniformed Svcs Empl & Reemp Q Viewmnswers [

Add Screening Questions Load from Question Sets

Select the Ad Screening Optons hyperink to add screening levels to tis Job Opening. Select the hyperink B
for a particular screening levelto further refine that levels screening requirerents.

Applicant Sereening
Job Code: 002NA2 Human Resources Generalist 2
Max Total Points: 100,

lust Pass Previous Levels
Applicant Screening

sequence Screening Levels
1 Pre Screening a
2 Preliminary a
3 Final il |
Ada Screening Options =
Copy Qualfications from Primary Job Code
Job info. Min. Requirements Competencies  Posting Info. EducationExperience
Screening Hiring Team Approvals

Manage Appiicants | Find Applicants | Activity & Attachments | Job Opening Details

B save Create New  Previous Job Opening |Next Job Opening. |Job Opening List

Step

Action

33.

Click the Pre Screening link.
Pre Screening

34.

‘Use in Screening’ and ‘Required’ fields for both screening questions.
Set Default Values

Click the Set Default VValues button. The checkmarks will populate in all of the

Pending Approvals

€)@ stote orndina U3 sin gov/psp/31qa/ENIPLOYEE/HRMS/</HRS_HRUEHRS RECRUIT_CONSOL GBL7Folderpath=p( + | [~ Google slewe & 4=

T | Sl S - et

Home | Workist | AddtoFavortes | Sign out
ORACLE"

Help | Personalize Page
Job Opening

Job Opening Screening Criteria

& Print Job Opening

Posting Title: Human Resources Generalist 2- Benefits  Job Opening ID: 592455

Job Opening Status 008 Ponding Approval Job Type: Standard
Job Tite: Human Resources Generalist 2 Job Code: 002nA2
Position Number: 10002789 Human Resources Generalist 2

Dusiness Unit: 00070 State Personnel Department

SetDefault Values

Screening Requirements Personalize | Find | 2 |

Screening Type  Hem Description it Details  Use in Screening Required Points
Screening Question: Age Dot .
Screening Question: US Work
Quesiion Eiigbilty e !
Total Screening Points: 54
oK

Page 22




Step

Action

35. Click Ok. This will save your Pre Screening criteria.
oK
| veving o € ]
€ | @ hitps/devhiB53.gmis.in.gov/psp/hi91 qa/EMPLOYEE/ HRMS/c/HRS_HRUE.HRS_RECRUIT_CONSOL.GBL ?FolderPath=PORTAL ROOT_OBJECT v € | | [+ Google Pl & A =
T Home | Workiist = AddtoFavorites | Sign out
Q i)
a v o]
Q Viey i}
aQ Vie o
Q Ve i}
Q View i}
© in Human Resources e View Answers i}
Family Medical Leave Act a View Answers i}
Americans With Dis abilities Ac Q View Answers i}
Fair Labor Standards Act e} View Answers i}
Q View Answers .
Max Total Points: 100) mu; Pass Previous Levels
- .
2 i}
3 @
de Screening Options
Esave [EfCreate New  Previous Job Gpening [Next Job Opening |Job Opening List
Step Action
36. As a reminder, it is recommended that job specific screening questions be asked of
each applicant and that the Preliminary Screening criteria be set up to better
streamline your applicant pool. By properly setting up the Preliminary Screening,
unqualified candidates can be eliminated from the applicant pool for review and
those that are the most qualified be assigned the highest point value.
In the Applicant Screening section, click the Preliminary link.
Preliminary
37. Click the Set Default VValues button.
NOTE: Do not remove any of the default values. All items should be marked ‘used
in screening’ and the questions already marked as ‘Required’ should remain
ass/fail (i.e. preferred experience).
Set Default Values
38. Check the Required box for the lowest level of education.

[
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Step Action

39. If screening questions were added that should be pass/fail (i.e. applicants that answer
incorrectly will fail screening), check the ‘Required’ box for each of these questions.

NOTE: Only questions with yes/no answer formats can be marked as Required. It is
not possible to fail applicants based on questions regarding proficiency or years of
experience or those that are open ended.

O

40. If necessary, adjust the defaulted point values for any question. Those that answer
the questions you find most important correctly or with the best/highest option (i.e.
Expert proficiency or 10+ years of experience) will receive the highest screening
point value.

NOTE: A candidate’s point value cannot exceed 1000 points or screening will not
run properly. Pay close attention to the amount of screening questions added and the
points you are assigning to each.

To adjust the point values for any question, click the Edit Details link.

Edit Details
41. Adjust the point value appropriately.
42, Enter the desired information into the field. Enter “25".
43. Click the OK button.
44, Click the OK button .This will save your Preliminary screening criteria.

NOTE: At this time, we do not use Final Screening so the setup of this is
unnecessary.

OK

45, Click the Hiring Team tab.
Hiring Team

46. Ensure there are appropriate individuals listed in the Recruiter field and Hiring
Manager field. Make any necessary changes as appropriate and then click
the Approvals tab.

Approvals

47. Once you’ve reviewed all posting information, click the Approve button or the Deny
button as appropriate. Workflow will be sent to the hiring manager either way.

48.

End of Procedure.

View Applicant Information

In this section you will learn the various methods with which to view applicant information. The
most efficient way to view applicant information is via automated workflow containing PDF
applications that will be emailed to the hiring team by the agency Recruiter within five (5)
business days from the posting expiration date. Additionally, users can process application reports
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based on Applicant ID or Job ID. Applicant information can also be viewed from the Manage
Applicants page of the posting as well as within a candidate’s Applicant Data tab. This module
details instruction for all available methods.

Screen/Route Applicants

The automated screening process runs nightly for each posting that has just expired from the job
bank. The individual listed as Recruiter on the posting will receive automated workflow once a
posting has expired indicating that the nightly Auto-Screening Application Engine Process has
completed successfully. This section discusses the auto screening and routing process as well as
the resulting workflow.

NOTE: For the auto-screening process to run, the screening criteria must have been set up prior
to the expiration date.

View Screening FAQ's:
(https://hr85.gmis.in.gov/LMS SPD/UPK/eTalent/FAQS/Screening.docx)

Procedure

| ey acing gy comers. (& ]

€) 8 rupsiden gov/psp/O1qa EMPLOYEE/HRMS /b= DEFAULT ¢ |[B- ot Pl & A=
Favorites ~ Main Menu ~ =
Search Menu: Home Workdist Add to Favorites Sign out.
ORACL( ®
N Personalize Content | Layout 2 Help

My Learning » || [Important information S ov

Reciuiing

,
Workforce Administration . SPD BENEFITS HOTLINE/ INFO
Benefis ' en Enrollment Website

,

Strategic Hiring

Compensation

3

e and Labor , | Benefits Hotline: 7:30 am. to 5 p.m. Monday through Friday

317-232-1167 within Indianapolis area
Workforce Development » | 1-877-248-0007 tolliee outside Indianapolis
Benefits Email

a1 Development

1-800-622-4995 toll-free outside Indianapolis

Indiana Conservat tion Officers

Tree Manager
For Health, Dental and Vision only, Contact Pam Nelson at 317-2324193

Reporting Tools

PeapleTools » | Indiana Excise Police Officers

For Health, Dental and Vision only, contact Angie Wills at 317-234-6521

Careers

S0l SHC Request
Open Enroliment Elections S oy

Usage Monitoring

Enter Elections

Change My Password
My Personalizations

My System Profile

My Dictionary

My Feeds

Submita GMIS Issue

[y Yy e e e e R R R
! =0

OPEN ENROLLMENT
OCT. 29 - NOV. 19, 2014 @vnoonssn

ing Intemet Explorer 6, you may receive an “Object Error*
efits. You should upgrade to Internet Explorer

Note: It is a violation of the Information Resource Use Agreement’ to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered slections mads by =

Step Action

1. From Main Menu, click the Recruiting link.
Fecruiting

2. Click the Find Job Openings link.
[Find Job Openings)
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https://hr85.gmis.in.gov/LMS_SPD/UPK/eTalent/FAQS/Screening.docx

Step

Action

3. Enter the desired information into the Job Opening ID field.

4. Click the Search button.

5. Click the Job Title link.
Recruitment
Associate

6. Click the Screen Applicants link.
Screen Applicants

7. Click the View Screening Results link.
[View Screening Results|

8. In an effort to provide hiring managers with the most qualified and streamlined
applicant pool for review, it is recommended to route the top 25 applicants based on
screening points. The points are derived from the screening criterion that was set by
the recruiter and how the applicants answered each screening question. If necessary,
sort the applicant list by points by clicking the Points Column Header which will put
all applicants in order from highest point value to lowest point value.
Click the Points Column Header to sort.

9. Then select the top 25 applicants, if applicable, that passed screening by placing a
check in the box to the left of each name.
Click the Checkbox option next to the applicant's name.
]

10. Click the Route Applicant link.

11. Insert the name of the hiring manager into the ‘Route To’ field.
NOTE: You can route to multiple hiring managers by clicking the ‘plus’ sign and
then inserting the additional name.

12. Click the Submit button. This will generate two (2) sets of automated workflow

messages via email to the hiring team.
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== N
Reply Reply Fommard &, co < | Deete Moveto Creste Ofher | Slock ot Categorize Follow Mark
e Foiders Rute Adions~ | Sender O U Unreaa | 4 Select
Respond Adions Junk Emai options Find
r e — Sent Thu 11/6/2014 858 A
To D Traning
c
Subject_ HRS1QA -lease Revew the Attached Appicants

Mess.

e

SNSRI D Gk _\/ =P | @ @ | B

iMessage | TEjsOBOL. per 51 k8]

From: #GMIS Workflow
nt: W b

November 05, 2014 3:36 PM

X

To: Whi ther; IN.qov; Scott, ry
Subject: HRI1QA - Please Review the Attached Applicants

Greetings!

Your assistance has been requested in reviewing the following applicant(s):

Applicant Job Opening
2175781 Alyse Laila 502457 Recruitment Associate
2757142 Reese Juliett 592457 Recruitment Associate

3
2782366 Breeze Ocean 502457 Recruitment Associate

Required action: To view the applicant details and resume (if provided}, log in to PeopleSoft Human Resources and then click here fo be redirected to the Manage Applicants page of this posting.

NOTE: Hiring manager access is fequired to be redirected appropriately.

(Please Note: Tr Please this e-mail)

Step

Action

13.

This is an example of one of the automated workflow messages which contains the
list of routed applicants and a PDF attachment. The attachment contains the
employment applications of each candidate routed by the Recruiter. Open the
attachment to review the applications.

Double-click the PDF Document attachment in the email.
LI SOIETO01 pdf (31 KE)

14.

This is an example of the other automated workflow message which contains a
spreadsheet listing all candidates that successfully submitted their application,
whether they passed or failed screening, and their associated screening points. This
email also details instructions regarding reviewing applications based on preferred
experience and veterans’ preference.

Double-click the Excel File attachment in the email.
i35 ScrRslts_592457_2014-11-05_15.34.10.000000.csv (368 B}

15.

Click the Open button.

| Open |
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Step

Action

16.

For your convenience, this spreadsheet contains the names of the applicants that
passed screening, their associated screening points based on how they answered the
screening questions, whether they are an internal state employee or an external
applicant as well as their email address. You are welcome to sort and format this list
if necessary.

NOTE: An ‘X’ in the Review field means that the applicant indicated that they have
been arrested or convicted of a crime that hasn't been expunged or sealed by a court.
You can view the information they listed in the conviction section via their
application or from the Manage Applicants page of the posting.

17.

End of Procedure.

Application Report by Job ID

This section is used by Hiring Managers and HR staff to run a report resulting with a PDF of
application(s) using a specific job opening ID. This feature is primarily used when you are
interested in looking at all applicants or a select group of applicants who have applied to your
posting (i.e. all applicants in the "route” status).

Procedure

[ e vemeer B ermployes focing regitey corte.. = R |
€ @ state of Indiana (US) | hittpsy//devhig53.gmis.n.gov/psp/hid1qa/EMPLOYEE/HRMS/h ?tab=DEFAULT ¢ ||~ Google PlieB & A=
Favorites~ | Main Menu~

Search Menu: Home Worklist Add to Favorites Sign out
ORACL(| ®
o) selfsenice N Personalize Content | Layout 2 Help
Main Menu 3 Manager Self Senvice (34 Important Information S ov
€1 Reeuiing e
All centralized agencies
No employee | (3 Worklorce Administration ' Call SPD toll-free
@ s > P Current state employees may dial
OvectRepatst o o b 1-855-SPD-INHR 47 1556 SpoiR (1055 773-4647)
e (1-855-773-4647) ‘\ tollree and have their Family Medical
Myips) 3 TimeandLabor |22 Leave, benefits, workers
My Leaming | &3 Payollinterface = compensation and disabilty,
. employee datalve f employment or employee relations questions
Pl Excaptions 2 Workforce Development S answered by "
€2 Organizational Development
[0 |exce f options and
& SetUpHRMS ’
Full Query Resul
&3 Enterprise Components
1 workiist > Open Enrollment Elections S o~
&3 Reporting Tools i
€1 PeopleTools
[E  Change My Password There are currently no open benefits events to display.
[ MyPersonalizations
By systemProfie
B wyDictionary
B myreess
E  submita GMISIssue

Step

Action

From the Main Menu, click the Reporting Tools link.
Reporting Tools
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Step Action

2. Click in the SOl XML Reports field.

3. Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports|

4, Click the Application Print menu.

5. Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run
Control ID by clicking the Add a New Value tab, enter any word and then click
Add.

6. Click the Search button.

7. In the Search Criteria section, choose Job Opening ID in the Search Type drop down
box.

Click the Search Type list.

| x |

Application Print

€ ) @ state of Indiana (US) | hitps://devhi853.gmis.in.gov/psp/hi91qa/EMPLOYEE/HRMS/c/SOL XMLP.SOLRC_SOIBTO0L GBL?FolderPath=PORTAL v € || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Reporting Tools ~ » SOI XML Reports - > Recruiting XMILP Reports ~ > Application Print
Home Worklist Add to Favorites Sign out
ORACLE"

Newwincow | Help | Personaiie Fage
Application Print

Run Control ID: reports  ReportManager Process Monitor Run

Search Criteria

Search Type:

Search Value:  WETYSTTITT

Search Results Personal tize | Find | @ | B First M 1 o1 B Last
Profile Hot)
Recruitment D Applicant 1D Hame Opening  Posting Title Status
Sequencev o
(=]
Add Selected
Application Print List Personaize | Find | |8 First Bl 13 0r3 B Last
Profilc
RecruitmentiD  ApplicantiD (O Hame Job Opening ID
B 2152353 2649828 19 CloydNicole Marie 586757
B 2152380 2664798 1 Gillies, Chanel Danielle 586757
[ 2152385 2695522 12 Peep Marshmallow 586757

Delete Selected

Bsave |[A RetumtoSearch Ev Add || Updatemispla

Step Action

8. Click the Job Opening ID value.
Job Opening 1D

Page 29




!{op‘rsoﬂsmmn expired % | Application Print A E@%

€ ) @ state of Indiana (US) | httpsy//devhiBS3.gmis.in.gov/psp/hi91qa/EMPLOYEE/HRMS/c/SOLXMLP.SOL_RC_SOIBTOOLGBL FolderPath=PORTAL v C | [ [~ Google Al 3 A=
Favorites~ | Main Menu~ > Reporting Tools ~ > SOI XML Reports ~ > Recruiting XMLP Reports ~ > Application Print

Home | Wordist | AddtoFavories | Sign out
ORACLE

Newwingow | Help | Personaiie Fage
Application Print

Run Control ID: reporls  ReportManager Process Monitor Run

Search Criteria

Search Type:  Job Opening ID -
Search Value: Y
Search
Search Results Personal tize | Find | @ | B First M 1 o B Last
Profile Hot)
Recruitmentld  Appliantid  grone Hame Opening  Posting Title Status
D
(=]
Add Selected
Application Print List Personaize | Find | | First Bl 13 0r3 B Last
Profilc
RecruitmentiD  AppicantiD O Name Job Opening ID
19 Cloya,
m Gillies, Chanel Danielle
12 Peep Marshmaliow 586757

Delete Selected

Bsave |[A RetumtoSearch E: Add

Step

Action

Enter the Job Opening ID in the Search Value box.

10.

Click the Search button.
| Search |

11.

The applicants that are associated with this particular job opening ID appear in the
Search Results field.

In the Applicant Print List, click in the box to the left of any applicant names that
you do not want processed in this report as candidates selected for previous reports
will remain in the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.

[

12.

Click the Delete Selected button.
| Delete Selected |

13.

In the Search Results section, click the Checkbox next to the names of the
applicants you wish to review in your report.

[

14.

Click the Add Selected button.
| AddSelected |
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Step Action

15. The applicant names that have been selected will now appear in the 'Application
Print List".

Click the Run button.
Run

16. Ensure the *Type field shows 'Web' and *Format field shows 'PDF'.

Click the OK button.

17. Click the Process Monitor link.

18. Click the Refresh button until you see 'Success' in the Run Status column and
'Posted' in the Distribution Status column.
| Refresh |

19. When the status shows 'Success' and 'Posted' click the Details link.

20. Click the View Log/Trace link.

ic
Jiew Log/Trace,

21. Select the File List Name ending in ".pdf" to review the application in the report.

22, A new window will open with the PDF report containing the selected candidate
applications.

23. Answers to open ended questions will also appear on the applications.

24. End of Procedure.

Application Report by Applicant ID

This section is used by Hiring Managers and HR staff to run a report resulting with a PDF of
application(s) using a specific candidate’s applicant ID. This feature is primarily used when you
are interested in looking only at one application at a time or the most recent version of the
candidate’s application.
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Procedure

!mph&mmmn expired % | Employee-facing registry conte.

=

€) @ state ot Indiona (U9 | itps//devhi853.gmisingov/psp/h1Ga/EVPLOY

Favorites~ | Main Menu~

Search Menu:
ORACLY ®

=) »
Main Menu | N
Birthday Alerts | C1 ey

No employee | = "

@ ,
Direct Reports 153

@ »
MyRepots | iy
Myleaming | &1 153
Pl Exceptions | = b

=] tional Development ’
o ool

€3 setUpHRMS
Full Query Resul

3 Enterprise Components ’

€1 workist

€2 Reporting Tools

€1 PeopleTools ’

E]

E]

E]

E]

E]

E]

EE/HRMS/h/7tab=DEFAULT ¢ |- coogle

Important Information

TR I ! centralized agencies

Current state employees may dial
1-855-SPD-INHR 4, 1.855.SPD.NHR (1.855.773-4647)
(1-855-773-4647) ‘\ toll

Family Medical

employee datatverification of employm:
answered by a HR specialist.

The tollree number will allow callers to select from a menu of options and is
subject to change

Open Enrallment Elections

There are currently no open benefits events to display.

Pl A & A=

Workiist | Addto Favorites

Personalize Content | Layout

Sign out

? Help

S ev

Step

Action

From the Main Menu, cl
Reporting Tools

ick the Reporting Tools link.

S0 XML Reports

Click in the SOl XML Reports field.

Click in the Recruiting
[Recruiting XMLP Reports)|

XMLP Reports field.

Click the Application P
Application Print

rint menu.

Enter your Run Control

Add.

ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run
Control ID by clicking the Add a New Value tab, enter any word and then click

Click the Search button.
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Step

Action

Click the Search Type list.

In the Search Criteria section, choose Person ID in the Search Type drop down box.

Application Print

€)@ st ot inaarn 09 o e L PO

Favorites - | Main Menu~ » Reporting Tools - » SOIXML Reports ~ > Recruiting XMLP Reports ~ > Application Print

ORACLE

Application Print

Run Control ID: reports  ReportManager Process Monitor Run

Search Criteria

D T
Search Vaiue: | Job Opening 1D

Search

Search Results

Profile
Recruitment!o  Applicanti  go0° _ ame
(=]
Add Selected
Application Print List Personalize | Find |2 |
Profilc
RecruitmentiD  ApplicantiD IO Hame
B 2152349 16456 134 Whitaker Heather Lee
B 2152363 15747 46 Haggard, Jeremy Scott
[ 2152384 2175781 s7 Alyse, Laila

Delete Selected

B save || & Retumto Search

/SOLXMLP.SOI_RC_SOIBTO01.GBLFolderPath=PORTAL v C || [l ~ Google

Home

Personalize | Find |0 B8 First M 1 o1 I Last

Opening  Posting Title
n

First Bl 13013 B ast
Job Opening ID
586757
586757

586757

Status

B Add || Updateiicpla

Pl B & A=

Workiist | Add to Favorites | Sign out

Newwincow | Help | Personaiie Fage

Step

Action

Click the Person ID value.

Page 33




zmpy,mﬂm SRR ciication print * i ﬂ%

€ ) @ state of Indiana (US) | https://devhi853.g 9ov/psp/hi91qa/EMPLOVEE/HRMS/c/SOLXMLP.SOL_RC_SOIBTOOL.GBL?FolderPath=PORTAL v C* ||~ Google Pl B 8 & =
e Home ‘Worklist Add to Favorites. Sign out
New Window | Help | Personalize Page
Search Value: =¥

Search Results Personalize | Find |2 | B First M 1 o1 B Last

o

Application Print List — Personalize | Find |C B First B 1.3 0r 3 B Last

B o o e

[ 2152363 15747 46 Haggard Jeremy Scott

[ 2152384 2175781 57 Alyse,Laila 586757
Step Action

9. Enter the Person ID in the Search Value box.

10. Click the Search button.

| Search |
11. The applications that are associated with this particular applicant 1D appear in the

Search Results field.

In the Applicant Print List, click in the box to the left of any applicant names that

you do not want processed in this report as applications selected for previous reports

will remain in the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.
12. Click the Delete Selected button.

| Delete Selected |
13. In the Search Results section, click the Checkbox for the profile sequence you want

to run.

NOTE: The highest profile sequence is the most recent application submitted. To

sort the results, click the Profile Sequence column header.
14. Click the Add Selected button.

| Add Selected |
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Step Action

15. The selected application(s) will appear in the 'Application Print List'".

Click the Run button.

16. Ensure the Type field shows ‘Web’ and the Format field shows ‘PDF’.

Click the OK button.

[ ok ]

17. Click the Process Monitor link.
Process Monito

18. Click the Refresh button until you see 'Success' in the Run Status column and
'Posted' in the Distribution Status column.
| Refresh |

19. When the status shows 'Success' and 'Posted’ click the Details link.

20. Click the View Log/Trace link.

View LogiTrac

21. Click the File List Name ending in ".pdf" to review the application in the report.
22. A new window will open with the PDF report containing the selected candidate

application(s).

NOTE: Answers to open ended questions will also appear on the application.

23. End of Procedure.

Manage Applicants Page
From the Manage Applicants page of your posting, you can:
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View applicant information prior to the job bank expiration date

View contact details

View resumes, if applicable

Determine whether or not an applicant attached a DD214
View the full list of applicants

Procedure

===

€ & ntps://d jmis.in.gov/psp/hi81 qa/EMPLOYEE/HRMS/h/tab=DEFAULT | |@- Google
Favorites = | Main Menu~
Search Menu: Home
ORACL(| ®
£ SelfSenice ’
My Learning Manager Self Senice » | | important Information s o

Strategic Hiring Recruiting

.
Worktorce Administration ’ [T R R | conralized agencies
.

- 1-855-SPD-INHR 77 {4

ployees may dial
R (1-865-773-4647)

5
C ti 4 7/
You mustcl ompensation (1-855-773-4647) {7(z2AV tollree and have their Family Medical

Time and Labor 4 Leave, benefits. workers
Worklorce Development v compensation and disability,

employee datalverification of emplayment or employee relations questions
Organizational Development 4 answered by a HR specialist
SetUp HRMS

The t e number will allow callers to select from a menu of options and is
Enterprise Components 4 subject e

Worklist

Tree Manager v Open Enrollment Elections. s o~
Reporting Tools 4

PeopleTools

Careers There are currently no open benefits events to display.

80l SHC Request

My Dictionary

My Feeds

o o e e o A o e A e B A

Submita GMIS Issue

Plir B & A=

Workiist | Addto Favorites

Personalize Content | Layout

Sign out

7 Help

Step

Action

From the main menu, click the Recruiting link.
Recruiting

Click the Browse Job Openings menu.
[Erowse Job Openings]

Click the appropriate Posting Title.

Indiana employee or is an external applicant.

The Applicant Status column denotes whether an applicant is a current state of
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Step

Action

The Disposition column indicates where the applicant is in the process:

Draft: Applicant hasn't successfully applied to the position. Applicants in draft will
not go through the automated screening process.

Applied: Applicant has successfully applied for the position.

Route: Applicants have been sent to the hiring manager for review.

Failed Prescreening: Applicant answered at least one of the prescreen questions
incorrectly and was not permitted to submit an application for this position.

If there is an icon in the Resume column, the candidate supplied a resume with this
application. Resumes are optional for the candidate to provide and should be
reviewed in conjunction with the employment application.

Click the Resume icon to view the resume.

For vacancies in a classified position, the hiring manager is required to interview at
least one veteran that meets the preferred experience for the position if the veteran
has attached his/her DD214. Hiring managers can quickly see which candidates to
consider by using the Veteran and Application columns. Applicants with a “Yes” in
the Veteran column have indicated they are an honorably separated veteran.

To verify whether or not a candidate attached a DD214 as instructed for veteran
preference consideration, click the Application graphic.

Scroll to the Attachment section to verify that a DD214 has been attached by the
applicant. Should you need to review the DD214 or any other attachment included
by the applicant, contact your recruiter.

NOTE: Information on this page is limited to individuals with recruiter access.

10.

An icon in the Former Employee column indicates that the applicant is a former
employee and denotes whether or not that candidate is eligible for rehire.

The blue person icon indicates that this former employee left under favorable
conditions and is considered eligible for rehire.

The yellow caution icon indicates that the former employee did not leave under
favorable conditions and is not eligible for rehire with the agency from which he/she
left. Should you wish to consider this person for your position, contact your Human
Resources department for further clarification.

11.

If you see a Caution icon in the Review Column this means that the applicant
indicated that they have been arrested or convicted of a crime that hasn't been
expunged or sealed by a court.

12.

Click the Caution Icon graphic to review the details of the arrest or conviction as
listed by the applicant. Then click the Return button.

13.

To find contact details for a specific applicant, click the Applicant Name.
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Step Action

14. The contact information for the candidate can be reviewed at the top of this page.
To return to the full list of applicants, click the Applicant List link.

Applicant List

15. End of Procedure.

Applicant Data Page

As an SPD employee, you will have access to view applicant information from each candidate’s
Applicant Data tab as well. This method is best used when a position is still posted to the job
bank prior to launching the screening and routing process. In the absence of the automated
workflow sent during the routing process, this is the fastest way to view a candidate’s
guestionnaire results as well as any applicant information not provided in a resume.

Procedure

'Emp\ﬂyee—ﬁ:mg e b— E@%

&) @ hitpsra gou/psp/ 1o EMPLOYEE/HRMS/ b= DEFAULT (B¢ oot sluE & A =
Favorites ~ Main Menu ~ =

Search Menu: Home | Workist | AddtoFavortes | Sign out
ORACL(| ®

Personalize Content| Layout 2 Help
Self Service

My Learning Manager Self Senice » || [Important information < ov

Strategic Hiring Recruiting 4

Workforce Administration . SPD BENEFITS HOTLINE/ INFO
Benefits ’ en Enrollment Website
,

Gompensation

Benefits Hotline: 7:30 a.m. to 5 p.m. Monday through Friday
317-232-167 within Indianapolis area

Workiorce Development > | 1-877-248-0007 tollfree outside Indianapolis

Benefits Email

Time and Labor v

Organizational Development
SetUp HRMS " Indiana State P
Enterprise Companents v| | 317:2328275 wi

Worklist 3

Tree Manager » || Indiana Conservat tion Officers

For Health, Dental and Vision only, Contact Pam Nelson at 317-2324193
Reporting Tools

Indiana Excise Police Oficers
For Health, Dental and Vision only, contact Angie Wills at 317-234-6521

PeopleTools
Careers
501 SHC Request

Open Enroliment Elections s ov
Usags Monitoring

Change My Password Entes Flecions
1y Personalzations
1y System Profile

My Dictonary

1y Feeds

Submita GMIS Issue

[ i i Y e e R e el R A e R i R e R

OPEN ENROLLMENT
OCT. 29 - NOV. 19, 2014 @vnoonssn

Note: It is a violation of the Information Resource Use Agreemen
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections made by

Step Action

1. From the Main Menu, click in the Recruiting field.
Recruiting

2. Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.

Search
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Step

Action

Click the appropriate Posting Title.

Click the name of the appropriate candidate.

Click the Applicant Data link.

Find the appropriate Job Opening(s) and click the Application graphic.

From this page, you can view the candidate's
- resume and attachment(s) if included

- questionnaire results

- prior conviction information

- employment details

- license details (if applicable)

clicking the title of the attachment.

NOTE: Individuals with Recruiter access can open attachments, if applicable, by

[ oo openins + |

€ | @ hitps://devhiB53.gmis.in.gov/psp/hi91 qa/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECTHC. v C' || [+ Google Pla & & =

Favorites~ | Main Menu~ > Recruiting ~ » Find Job Openings
Home Worklist Add to Favorites. Sign out
ORACLE"
Help .
Manage Applicant: Laila Alyse
Application Details

Applicant Name: & PrintApplication Details

Applicant ID:

Save & Continue Save & Submit Cancel Retum to Previous Page

Resume Text

Resume Title: Laila resume

SoDE& &0 e

i
> g
O]

Attachments Personalize | Find | ViewAl |20 | B8 First M 1 of B Last
P Attachment  Typ
File Name Description e B on  LestUpdated Uploaded By
310212012 eatne
[ Letter_of_Recommendation. docx Letier_of_Recommen( Q 5'5 E;P,["" ffh?::“'r
Add Atiachment [=] Delete attachment
Pref
esi &
Reg Either - FullPart Time: Ener  ~
[Clwiting to Relocate [C willing to Travel  Travel Percentage: -
Geographic Preference
First Choice: Q. second Choice: ad

Step

Action

10.

Scroll to the Job Openings section to view the questionnaire.
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Find Job Openings

€ a . in.gow/psp/h91 qa/EMPL
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
ORACLE’

Desired Work Days

onday  [Tuesday ~ [lwednesday [ Thursday

riday Dsaturday [ sunday
Minimum Pay: Currency Code: @
Pay Frequency: -
Desired Shift: Any > Desired Hours Per Week:

Job Families Personalize | Find | view Al |2 | B First Bl 1 or1 B Last

Job Family

- @
Add Job Family
First B 1 or 1 B Last

View Questionnaire

Job Openings Personalize | Find | view All |2 | E

Job Opening ID Posting Title
502453|Q  Human Resources Generalist 2- Benefits  View Questionnaire
Add Job Opening

Personal Information
Eligible to Work in U.S. Ves -
Are you a former employee: Nota Previous Employes -

Previous Termination Date: Y

Referral Source
Source ID: infernet - =EE
SubSource ID: -

Specific Referral Source:

Prior Conviction Information

o ction | Description

1 No -

Work Experience

Start pate End Date Emplover Edit

/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECTHC_ ¥ &

Pl & A=

Home | Workist | AddtoFavorites | Sign out

I

Step

Action

11.

[View Questionnaire]

Click the View Questionnaire link.

12.

Page link.
[Return to Previous Page|

Review the questions and responses and then click the Return to Previous

13.

information listed there.

Scroll down to the Prior Conviction Information section to review any applicable

€ a s /psp/hi9lqa/EMPL
e e e
ORACLE

Desired Work Days

[@Tuesday ~ Elwednesday [ Thursday

Olsaturday [ sunday
Minimum Pay: Currency Code: @
Pay Fiequency: -
Desired Shift: Any v Desirad Hours Par Weak:

Job Families Personalize | Find | View All | &0 | B8 First B 1 of 1 B Last

Job Family.
- @
Add Job Family

Job Openings Personalize | Find | view Al [0 |8 First B 1 0r1 B Last

Job Opening ID Posting Title View Questionnaire
582453]Q  Human Resources Generalist 2- Benefits  View Questionnaire
Aad Job Upening

Personal Information
Fligible to Wark in 1L Yes -
Are you a former employee: Nota Previous Empioyes -

Previous Ter i

ion Date: =

Refenal Suuice
Source In: intornot - =EE
SubSource ID: -

Specific Referral Source:

Prior Canviction Information
o ton  Description

1 No -

Work Experience

Stontpate Eu Date Enplover Eait e A bis

HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v C

Find Job Openings

B - Google

Pl rE 3 A=

Home | Workist | AddtoFavortes | Sign out
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Step

Action

14.

Scroll down to the Work Experience section to review information.

]

¢ ||B- Googte Plir B & A=

Home | Workist | AddtoFavories | Sign out

ORACLE’

Previous Termination Date: B

Referral Source

Source ID: internet - EE
SubSource ID: -

Specific Referral Source:

Prior Comviction Information

Prior
o o Description
1 No - =
Work Experience
Start Date End Date Employer Edit Employment History.
06/16/2010 ABC Employer Edit Employment History o

Add Work Experience

Education Level

Highest Education Level G-Bachelors Level Degree

Training
No Training has been added to this applicants profile.
[#] AddTraining

Areas of Study

No Areas of Study have been added to this applicants profile.

Add Areas of Study

o Fra B8 prst B 101 B Last b
T begree Msjor Code

Bachelor of Science BS 107700 aQ ﬁ

AddDegrees

School Education

No School Education have been added to this applicants profile.

[§] AddSchool Education

Step

Action

15.

Click the Edit Employment History for any employer listed to review the
employment details listed by the candidate.
[E dit Employment History

16.

Click the Cancel button to return.

Cancel

17.

Scroll to the Highest Education Level to review this information.

If applicable, scroll to the Degrees section and
click the Degree link to review the detail listed by the applicant.

18.

Click the Cancel button to return.

Cancel
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Find Job Openings

€ a s /psp/hr91qa/EMPL R5_HRPVLHRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC. ¥ C Pl & A
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE’
Previous Termination Date: &= i

Referral Source

Source ID: internet - =EE
SubSource ID: -

Specific Referral Source:

Prior Conviction Information

PO ion  Description
1o -
Work Experience
Start Date End Date Employer Edit Employment History.
061162010 ABC Employer Edit Employment History it
Add Work Experience
Education Level
Highest Education Level:  G-Bachelors Level Degree - A
Training
No Training has been added to this applicants profile.
Add Training
Areas of Study
o Areas of Study have been addedto this applicants profile
Add Areas of Study
Degrees Find | @0 | B First M 10r1 B Last L
Degrees Degree Major Code
achsior of Seisnce] es 107700 Q it

Add Degrees

School Education

No School Education have been added to this applicants profile

javascriptisubmitAction_wind{(document.win0, EDITS1); -

Step

Action

19.

If applicable, scroll to the Licenses and Certifications section.

20.

candidate and click the cancel button to return.

Click the Licenses and Certifications link to review the detail provided by the

21.

the page to return to Applicant Data.

Once you've reviewed the detail in each section as necessary, scroll to the bottom of

Find Job Openings

€8 - S_HRPMHRS_JO_FIND_JOB.GBLTFolderPath=PORTAL ROOT OBIECTHC. v G || B~ Google slers & A
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE’

No Areas of Study have been added to this applicants profile.
Add Areas of Study

Degrees Fina |2 st B 1011 B Last
Degrees Degree Major Code
iBachalor of Seience] BS 107700 Q o

Add Degrees

School Education
No School Education have been added to this applicants profile
Add School Education

Honors and Awards

No Honors and Awards have been addedto this applicants profile

Add Honors and Awards

Licenses & Certiications
No Licenses & Certiications have been added to this applicant's profile.
Add Licenses & Certfications

Language Skills
No Language Skills have been added o his applicants profile
Add Language Skills

Memberships
No Memberships have been addedto tis applicants profile. i

Add Memberships

Tests/Examinations.
No Tests/Examinations have been added to this applicants profile

Add Tests/Examinations

I

Copy Limited ltems From Job Openings.

Save & Continue Save & Submit Cancel Retum to Previous Page

= A TN g [ ol 1o |
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Step Action

22. Click the Return to Previous Page link.
[Feturn to Previous Page]
23. End of Procedure.

Manage Interviews

NOTE: This is meant to be a Train-the-Trainer section for Human Resources staff should hiring
managers have questions related to the PeopleSoft Manage Interview module. Individuals with
Hiring Manager access have been trained to schedule interviews and enter interview evaluations
within PeopleSoft for each person interviewed.

The Manage Interviews module is used by Hiring Managers to record interview schedules and
subsequent interview evaluations for candidates of interest. For most agencies this is an optional
feature; however, please note that if interview schedules/interview evaluations are not recorded
within PeopleSoft, all documents related to the Application File must be kept for all individuals
interviewed for three (3) years per the Applicant File retention schedule, Record Series Number
84-1020. (http://www.in.gov/apps/icpr/retention/icpr_retention) > Personnel, Department of >
Employment Administration Division> Application File)

It is recommended that the hiring manager, or a designee of the hiring manager, contact each
candidate of interest via phone to discuss interview scheduling options that are appropriate for all
parties. The hiring manager should then record the scheduled interview date and time within in
the posting for each candidate. Once the interview has been conducted, the hiring manager should
enter objective interview notes into the Interview Evaluation tool for each candidate.
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Manage Interview Schedule

This section is used by the Hiring Manager to reflect applicants chosen to be interviewed. In this
topic you will learn how to create interview schedules within PeopleSoft for each interviewee
after acceptance of the verbal interview invitation.

Procedure

[ crcsectucng gy comere. \&2 o]

€ ) @ state of Indiana (US) | hitps://devhraS3.gmisin.gov/psp/hi91qa/EMPLOVEE/HRMS/h/tab=DEFAULT ¢ || B- Google Pl & A =
Favortes~ | | Main Menu ~

Search Menu: Home | Workist | AddioFavorites | Sign out
ORACL( ®

o sarsence N Persanalize Content| Layout 2 Help
Main Menu | ybv | [imponant information S o~

=] g

n All centralized agencies.

= Call SPD toll-free

£3 Beneis ’ 7 ), Curent state employees may dial

& Compensation N4 1-855-SPD-INHR /4 . 1855.SPDINHR (1-855-773.4647)

(1-855-773-4647) ‘\ toll-ree and have their Family Medical
@ Time and Labor 24 Leave, benefits, workers
£ Payrolinterface NS compensation and disability,
employee dataverfication of employment or employee relations questions
€3 Workforce Development S ansu R specialist
8 Organizational Development
el N The toll-free number will allow callers to select from a menu of options and is

0 setUpHRIS subject to change

€3 Enterprise Components

8 workist v Open Enrollment Elections c e~

&3 Reporting Tools 4

& »

B There are currently no open benefits events to display.

B wysystemProfie

B mDictonary

B MyFeeds

E  submita GMISIssue

Step Action

1. From the Main Menu, click the Recruiting link.

2. Click the Browse Job Openings list item.
.J Browse Job Openings

Locate the appropriate Job Opening and click the title.

Click the Checkbox next to each applicant you plan to interview.

NOTE: Applicants should be notified of an interview via phone conversation. The
steps in this module are simply confirming in PeopleSoft what has already been
confirmed via phone with each candidate.

[T

5. Click the drop down box for Group Action.
| Select Group Action... - |

Page 44




€ @ state of Indiana (US) fpsp/! /EMPLOYEE/HRMS/c/HRS_HRPM.HRS_J0_360_LAUNCH.GBL?FolderPath=P0 v ¢ | | Y AeE & A=
Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Help .
Job Opening 360
Job Opening
Posting Tite: Human Res ources Generalist 2- Benefis Job Opening In; 586757
Job Opening Status: 010-Open Job Type: Standard
Job Tite: Human Resources Generalist 1 Job Code: 002nAT
Position Number: 10002764 Human Resources Generalist 1
Business Unit 00070 State Personnel Department
Esae reate New  Previous Job Opening [Next Job Opening |Jab Opening List
| Manage Appiicants || Find Applicants || Activity & Aachments || Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants Personalize | Find | view All |2 |
Applicant Former
Select Applicant lame 1D Appiication Date  APP Disposition Resume Application  Veteran e, Review  LsstUpdated  “Take Action
0910072014 External 112Failed - 09r0972014 Tl
MarshmaliowPeep 2695522 g 35y Applicant Prescreening B A S SelectAdiq
Laila Alyse 2175781 2 Add Appiicant to New List 050-Route B Yes A s Select Adid
2 ] 934AM
Add Applican to Saved List
0¢ Bulk Background Check 3 = 5 0010912014 )
JeremyHagoard 15747 51 R o | 050-Route B & oy Select Actic
o Change Appiicant satus » ~ T
HeatherWhitaker 16456 4 Create Infenview Evaluaions 050-Route B e SelectAdic
Edit Application
08 Forward Applicant - 0910912014 Seegadd
Nicole Cloyd 2640828 33 [T et Joo 020-Applied B Yes e Select Adiq
Chanel Gilles 2564798 % PrintAppication Details 020-Applied B oA SelectAdti]
Reject Applicant
04 Route Applicant R - 0910872014 ey
Sierra Mist 2695553 Select Group Action 020-Applied B o Select Adiq
SelectAll  DeselectAl tion: | Select Group Action o [
Wanage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants  Interview Schedule
SE reateNew  Previous Job Opening [NextJob Opening |Job Opening List
< m v

Action

Click the Manage Interviews list item.

Manage Interviews

€ @ state of Indiana (US) fpsp/t /EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL?FolderPath=P0 v C' || [~ Google P ueBa & A=
Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE"
Help .
Job Opening 360
Job Opening
Posting Title: Human Res ources Generalist 2 - Benefits Job Opening In; 586757
Job Opening Status: 010-Open Job Type: Standard
Job Tite: Human Resources Generalist 1 Job Code: 002NA1
Position Number: 10002764 Human Resources Generalist 1
Business Unit 00070 State Personnel Department
Esae reate New  Previous Job Opening [Next Job Opening |Jab Opening List
| Manage Appiicants || Find Applicants | Activity & Aachments || Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants Personalize | Find | view All |2 |
seiect  Appicantiame D Avplcation oate BB g0 Resumo  Appication  Vetoran "L qeew  Lastupssies  Take Actr
0010012014 External 112Failed - 0010912014 Tl
MarshmaliowPeep 2695522 g 35y Applicant Prescreening B A o SelectAdiq
0910912014 External N = 0910912014 soegagd
Laila Alyse 2175781 g e 050-Route B Yes A Select Adtic
0010212014 A 5 ow0er2014 S
JeremyHaggard 15747 Employee 050-Route. & & Ry Select Acti]
0010212014 = 0910912014 saegagd
Heather Whitaker 16455 qylacy) Employee 050-Raute B e SelectAdic
09100212014 = 0910912014 soegagd
Nicole Cloya 2640828 o] Employee 020-Applied =3 Yes e Select Actiq
Chanel Gilles 2664798 Sy Employes 020-Applied B Qemacnd Select Adti]
0010212014 External N = 0910912014 ey
Sierra Mist 2605553 {200 Eophcant 020-Applied =) oo Select Actiq
SelectAll  DeselectAll  *GroupAction:  Hanage Interviews ~ [0
Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Esae “CreateNew  Previous Job Opening [Next Job Opening |Job Opening List
« m v
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Action

Click the Go button.
=0

[E]

Click the Expand section button. This is located next to the applicant's name.

Click the Expand section button next to Interview 1.

[E]

10.

Click the Interview Type drop down menu.

¥ |

Browse Job Openings

€ ) & state of Indiana (US) | https://devhi853.gmis.in.gov/psp/hid1 qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_IO_360_LAUNCH.GBL?FolderPath=P0 v C || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Recruiting ~ » Browse Job Openings
Home Worklist Add to Favorites Sign out
ORACLE"
Help | Personalize Page |
Job Opening
Interview Schedule
Listed below are the interview schedules for the applicani(s) selected. Create anew interview
schedule or updale an existing schedule. Choose fne Delete icon to remave corresponding
intenviewers. Use the Add Interviewer hyperlink to add interviewers not defined within the Job
Qpening.
=1 Print Job Opening
Posting Title: Human Resources Generalist 2 - Job Opening ID: 586757
Benefits:
Job Opening Status: 010-Open Job Type: Standard E
Job Title: Human Resources Generalist 1 Job Code: o02NAT
Position Number: 10002764 Human Resources Generalist 1
Business Unit: 00070  State Personnel Department
Submit Save for Later Cancel | Returnto Previous Page
= Jeremy Haggard
Applicant Name: Jeremy Haggard Applicant ID: 15747
Applicant Type: Employee Preferred Contact: Mot Specified L
= Intenview 1
Interview Type: Initiator: Thomas Michalak
Applicant Appointment [C3TPUS e - B¢ oty Appiicant
Interview Details Inhouse2
Inhouse3
Date: Phane
Time Zone:  |PST Q Start Time: End Time:
< Intenview Schedule Personalize | Find |2 |8 First B 1 011 B Last
Interviewer start  Ena  Appointment
Intorviewer D 17" Date St fnd - Appor Comments Availabilty
Heather
1000026260Q e None - = & ]
Add Intenviewer [ oty Interview Team
Venue Information Personalize | Find | View Al [ [ 8 First Bl 1 071 B Last
“Venue mail L= omments \vailabili
ve Email = c ‘ Avaitabilty
Q None - =] 5 i}

Step

Action

11.

Click the Inhouse 1 list item.

[Inhouse1 |
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€ @ state of Indiana (US) | htps:

ikl

¢ |8 coogle Ll B & A=

Favorites~ | Main Menu~ > Recruitin

Home | Workist | AddtoFavorites | Sign out

ORACLE’

Help | Personalize Page =
Job Opening

Interview Schedule

& Print Job Opening

Posting Title: Job Opening ID: 585757
Job Opening Status: Job Type: Standara
Job Title: e Job Code: 002NAT
Position Number: sources Generalist 1

Business Unit: 00070 State Personnel Department

Submit | | Save forLater| | Cancel | Returnto Previous Page

= Jeremy Haggard

Applicant Name: Jeremy Haggard Applicant ID: 15747

Applicant Type: Employee Preferred Contact: Not Specified

< Interview 1

Interview Type: Inhouse1 v Initiator: Thomas Hichalak

Applicant Appointment Status; Nome v B &
Interview Details

[ notify Appiicant

Date:

(o]
Time Zone:  |PST Q Start Time: End Time:

 Interview Schedule Personalize | Find |2 [ B8 First B 1071 B Last
Interviewer

ewer se St End  Appointment
) P Time  Time Status

E Comments Availability

il Heather

1000024260Q, e None. - [E=] & i |
Add Intenvdewer [ notify Interview Team
Venue Information Personalize | Find | View Al |0 |8 First B 1011 B Last

“Venue Email Appointment

ey Commen te Availabilty

a Nore - ® & ]

Step

Action

12.

Enter the desired information into the Date field.

13.

Enter the desired information into the Start Time field.

14.

Tab out of the field. Press [Tab].

15.

Enter the desired information into the End Time field.

16.

Tab out of the field. Press [Tab].

17.

The employee ID of the Recruiter defaults in this field. Click the Trash Can icon to
delete this person.

18.

Click the OK button.

19.

Enter your Employee 1D number into the Interviewer ID field.
NOTE: To add another interviewer, click the Add Interviewer link and enter the

Employee ID number of the additional interviewer. Complete these steps for each
additional member of the interview team.

20.

If you added more than one applicant to this process, scroll to the next candidate's
name and repeat the steps above with appropriate interview information.

21.

Once all information has been added for each candidate, click the Submit button.

22.

End of Procedure.
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Create Interview Evaluation

This section is used by the Hiring Manager and/or interview team to document interview notes.

In this topic you will learn how to enter interview notes and ratings for each candidate

interviewed. Adding Interview notes into PeopleSoft is optional; however, should you choose to
not utilize this function, all interviewers must keep all interview notes for three (3) years per the
Applicant File retention schedule, Record Series Number 84-1020.

Procedure

ORACL(|

Direct Reports f
My Reports
My Learning
Pl Exceptions
o Jexcel
Full Query Resul

i e e A A e e B R

egistry content +

===

5) | hitps://devhi8S3.gmis in.gov/psp/ni9lqa/EMPLOY

in
Search Menu:

Workorce Administration
Benefits

Payroll Interface

Workforce Development
Organizational Development
Set Up HRUS
Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password
My Personalizations

My System Profile

My Dictionary

My Feeds

Submita GMIS Issue

EE/HRMS/h/?tab=DEFAULT ¢ | |B- Google

Home

Important Information

All centralized agencies
Call SPD toll-free o
7By Curent state employees may dial
1-855-SPD-INHR 747 1g55-SPD-INHR (1-855-773-4647)
(1-855-773-4647) ‘\ toll-free and have their Family Medical
Leave, benefits, workers
compensation and disabilty,
employee datalverification of employment or employe relations questions
answered by a HR specialist
The toll-free number will allow callers to select from a menu of options and is
subject to change

Open Enrollment Elections

There are currently no open benefits events to display.

Worklist

Pers:

PlirB & A=

Addto Favorites

ize Content | Layout

Sign out

7 Help

s ov

Step

Action

From the Main Menu, click the Recruiting link.
Recruiting

Click the Browse Job Openings menu.
[Erowse Job Openings]

Locate the appropriate Job Opening and click on the title.

Click the Checkbox next to the appropriate candidate(s).
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Step

Action

- |

For this example, click the drop down box for Group Action.
| Select Group Action...

If you only need to enter an interview evaluation for one candidate, select that
candidate’s checkbox, click the Select Action drop down menu in the Take Action
column for that candidate and select Create Interview Evaluation.

€ @ stae ofndians (U9)

0

Favorites ~ | Main Menu -

ORACLE’

Job Opening 360

> Recuiting ~ > Browse Job Openings

RS_HRPM.HRS_J0_360_LAUNCH.GBL?FolderPath=PO

S

reate New

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants

Inerview Schedule

Job Opening
Posting Title: Human Res ources Generalist 2- Benefis Job Opening In; 586757
Job Opening Status: 010-Open Job Type: Standard
Job Title: Human Resources Generalist 1 Job Code: 002nAT
Position Number: 10002764 Human Resources Generalist 1
Business Unit: 00070 State Personnel Department
Esae [BjfCreateNew  Previous Job Opening [Next Job Opening |Job Opsning List
Manage Applicants Find Applicants Activity & Attachments Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants
Select Applicant lame 1D Appiication Date  APRICaNt Disposition Resume Appiication
0910972014 Exernal 112 Failed -
a MarshmaliowPeep 2695522 g 35y Applicant Prescreening B
rr— =
Laila Alyse 2175781 31 Add Applicant to New List 060-nterview =
Add Applican to Saved List
08 Bulk Background Check X -
B Jeremy Haggard 15747 2] change Applicant Disposition 060-Interview B
odChange sppiicant situs
=] Heather Whitaker 16456 ﬁ 050-Route B
Edit Application
08 Forward Applicant B
B Nicole Cloyd 26492828 1 Link Applicantto Job 020-Applied B
oq Manage Interviews
(] Chanel Gillies 2664798 U Print Application Details 020-Applied B
Reject Applicant
0d Route Applicant . .
] Sierra Mist 2695553 Select Group Action 020-Applied B
Send Correspondence
SelectAll Deselact All *Group Action:  : Select Group Action. Go

Previous Job Opening [Next Job Opening [Job Opening List

¢

B- coogle

Home
Veteran ronmey
Employes
Yes
¥
Yes

Workist

Review

A
A

Ll B & A=
Add 1o Favorites.

sign out

Help .

Personalize | Find | view All |2 |

LastUpdated “Take Actior]
gﬂa/gi;j““ Select Adtic =
Sg/g/m?nﬂ Select Adtic
Sg/:/;‘g“ Select Adtic
ggglgiﬁ““‘ SelectAdic
gi/giﬁw Select Actic
gﬂgiﬁ““ Select Actic
ga/giﬁ““ Select Actic|

Action

Click the Create Interview Evaluations list item.

Create Interview Evaluations
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€ ) @ state of Indiana (US) s fpsp/t JEMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL FolderPath=P0 v C* || [~ Google AeE 8 A=
Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Help .
Job Opening 360
Job Opening
Posting Titie: Human Res ources Generalist 2 - Benefits Job Opening ID: 586757
Job Opening Status: 010-0pen Job Type: Standard
Job Title: Human Res ources Generalist 1 Job Code: 002NA1
Position Number: 10002764 Human Resources Generalist 1
Business Unit 00070 State Personnel Department
Esave Create New  Previous Job Opening [Next Job Opening |Job Opening List
Wanage Appiicants || Find Applicants || Actvity & Aiachments_||_Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants Personalize | Find | view All |2 |
Appiicant Former
Select Applicant lame 1D Application Date Disposition Resume Application  Veteran e, Review  LastUpdated “Take Actior]
09109/2014 External 112Failed 0910912014 SoegagdS
a MarshmaliowPeep 2695522 g 35y Applicant Prescreening A o SelectAdiq
£ Laila Alyse. 75781 S0t E;‘:\:!:m 080-Intenview Yes A P Select Acti]
] Jeemyhaggara 15747 Jeeet™ Employee 060-Interview § e Select Acti
] HeatherWhitaker 16456 Jpaey Employee 050-Raute B SelectAdic
0910212014 0910912014 vy
] Nicole Cloyd 2640828 {1220 Employes 020-Applied Yes oo Select Adtiq
0910212014 0910012014 <segard
] Chanel Gillies 2664798 o100 Employee 020-Applied o5 Select Actic
0010212014 External 0910912014 ey
B Sierra Mist 2505853 A0 RN 020-Applied et SelectActic
SelectAll  DeselectAll  *GroupAction:  Select Group Action v leo
Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Esave i CreateNew  Previous Job Opening |Next Job Opening |Job Opening List
« i v

Action

Click the Go button.
&G0

Click the Interview Type drop down menu.

=l

BrowseJob Openings

€ @ state of Indiana (US) s fpsp/t /EMPLOVEE/HRMS/c/HRS_HRPM.HRS_J0_360_LAUNCH.GBL?FolderPath=P0 v C* || [~ Google A E 3 A=
Favorites ~ | Main Menu~ > Recruiting ~ > Browse Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE

New Window | Help | Personalize Page ~|
Manage Applicant: Laila Alyse
Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

[ sae || | | Cancel | RetumtoPrevious Page
~ Laila Alyse
Appiicant ID: 2175781 Applicant Name:  Laila Alyse
Job Opening ID: 586757 Posting Tite: Human Res ources Generalist2 -
Benefits
Interview Date: 0912512014 = Interview Type: -
Rate Applicant Campus 1

category Interview Rating

Mouzez
Communication Skills Inhouse3

Phone
Customer Senice - =
EcucatonTraiing — 0 &)
Initiative o B
Judgement R 0 &)
Planning & Organizing — 0 =
TeammworLeadership 0 &)
Technical Skills < o B
Work Experience R 0 &)
Recommendation
OweralRatng: ]
Recommendation: -
General Comments

(=
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Step Action

9. Click the Inhouse 1 list item.
[inhousei

Browse Job Openings

€ | @ state of Indiana (Us) s 0 RS_HRPM.HRS_JO_360_LAUNCH.GBL?FolderPath=P0 v ¢ || [~ Google Pl & A =
Favorites~ | Main Menu~ > Recuiting - » Browse Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page  «
Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

save Submit Evaluation Cancel Retum to Previous Page

= Laila Alyse

Applicant ID: 2175781 Applicant Name: ~ Laila Alyse
Job Opening ID: 586757 Posting Title: Human Resources Generalist2 -
Benefits

Interview Date: 00/2502014 El Interview Type:  {inhoused

Rate Applicant

I

category Interview Rating Score Comments
Communication Skills

Customer Senice

@a

EducationTraining
Initiative

Judgement

Planning & Organizing
TeamworkiLeadership

Technical Skills

‘
EE@EEeaa

Work Bxperience

Recommendation

Overall Rating -

Recommendation: -

General Comments

Y

Step Action

10. For each list item in the Interview Rating column, choose the rating that reflects the
applicant's response to each corresponding interview question.

NOTE: A numeric score will populate based on the interview rating chosen.

| i |
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€ ) @ state of Indiana (U5) fpsp/t /EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH .GBLIFolderPath=P0 v G

- Google Ll 3 A=

Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings
Home | Workiist = AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page ~|
Manage Applicant: Laila Alyse

Interview Evaluation

Complts the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation button when you are done.

| sae | | submitEvaluation | | Cancel Return to Previous Page
< Laila Alyse
‘Applicant ID: 2175781 Applicant Name: Laila Alyse
Job Opening ID: 586757 Posting Tite: Human Res ources Generalist2-
Beneits
Interview Date: 0012572014 ] Interview Type: | Innouse -

Rate Applicant

i

Category Interview Rating score Comments
Communication Skills 0 )
Customer Senice e 0
Education/Training E}:\fa”t?s’\émrv 0 [E)
Initiative: 4 [ =)
Judgement - 0 B
Planning & Organizing - 0 =
TeamworkiLeadership - 0 =)
Technical Skills . 1 0 =)
Work Experience - 0 =)
Recommendation
Overall Rating: . U
Recommendation: |
General Comments

20

Step

Action

11.

Click Average from the drop down menu.
Ayerage

€ @ state of Indiana (Us) fpsp/t /EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL?FolderPath=P0 v C' || [~ Google A= 2

Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page ~|
Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation button when you are done,

| sae | | submitEvaluation | | Cancel Retur to Previous Page
< Laila Alyse
‘Applicant ID: 2175781 Applicant Name: Laila Alyse
Job Opening ID: 586757 Posting Tite: Human Res ources Generalist2-
Beneits
Interview Date: 0012572014 ] Interview Type: | Innouse -

Rate Applicant T

Category Interview Rating score Comments
Communication Skills Therage o) 5 [
Customer Senice . 0
EducationTraining e 0 =B
Initiative: 4 0 =)
Judgement - 0 B
Planning & Organizing - 0 =
TeamworkiLeadership ~ 0 =)
Technical Skills . 1 0 =)
Work Experience - 0 ®
Recommendation

Overall Rating: . U
Recommendation: |

General Comments

=

Page 52




Step

Action

12. For each list item, enter objective comments by clicking the Comments icon.
13. Example for comments in the Communication Skills list item: "Candidate's speech
was clear and concise. She discussed several projects that directly related to her
written and verbal communication skills."
14. Click the Spell Check Comment icon and make any necessary corrections.
@
15. Click the OK button.
| T ) ]
€ @ state of Indiana (US) | https://devhr 90v/psp/hi91qa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL FolderPath=P0 v C* ||~ Google Pl B & & =
Sy Home ‘Worklist Add to Favorites. Sign out
New Window | Help | Personalize Page
- o
Step Action
16. Click the Ok button.

OK
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€ @ state of Indiana (US) s fpsp/! /EMPLOVEE/HRMS/c/HRS_HRPM.HRS_I0_360_LAUNCH.GBL?FolderPath=P0 v ¢ | | Y AeE 8 A=

Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page ~|

Manage Applicant: Laila Alyse
Interview Evaluation
Complste the svaluation form by providing an intervisw rating for each category, an overall rating and a recommendation.
Provide any appropriate comments. Choose the Submit Evaluation button when you are done.
| sae | | submitEvaluation | | Cancel | RetumtoPrevious Page
< Laila Alyse
Applicant ID: 2175781 Applicant Name:  Laila Alyse
Job Opening ID: 586757 Posting Tite: Human Res ources Generalist2 -
Benefits

Interview Date: 0912512014 =l interviewType: nhousel  ~
Rate Applicant F
Category Interview Rating score Comments
Communication Skils Average v 5 =
Customer Senvice Average v 5
Education/Training Ercellent v 10 =)
Initiative: ‘Average x| 5 B
Judgement Ercellent 10 [l
Planning & Organizing TAverage | 5 B
TeamworkiLeadership verage 5 =)
Technical Skills Average 5 =)
Work Experence e —— o )
Recommendation
Overall Rating: . U
Recommendation: |
General Comments

20

Step

Action

17.

them into the General Comments field.

If you have additional objective comments regarding the overall interview, enter

Browse Job Openings

€ @ state o Indiana (US) s gov/psp/ 91 qa/EMPLOYEE/HRMS/c/HRS_HRPLHRS_JO_360_LAUNCH.GBL FolderPath=P0 v G || B~ Google Plird & A=
Favorites ~ | Main Menu~ > Recruiting ~ > Browse Job Openings
Home | Workist | Addto Favries | Sign out
ORACLE"
| Save || SubmitEvaluation | | Cancel | ReturntoPrevious Page
+ Laila Alyse
Applicant ID: 2175781 Applicant Name:  Laila Alyse Ml
Job Opening ID: 586757 Posting Titie: Human Res ources Generalist2 -
Benefits
Interview Date: 0972512014 =l Interview Type: Inousel -
Rate Applicant
category, Interview Rating score Comments
Communication Skills Average - 5 B
Customer Senice Average - 5
EducationTraining Excallent - 10 E
Initiative Average - 5 B
Judgement Excellent - 10 E
Planning & Organizing Average - 5 B
TeamworkiLeadership Average - 5 E
Technical Skills Average 5 (=) =
Work Experience Excellent ~ 10 )
Recommendation
Overall Rating: -
Recommendation: -
General Comments
Answered all quesfions with examples| (B0
[ sae | [ submitEvaluation | Cancel | ReturntoPrevious Page
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Step Action

18. Click the Overall Rating field drop down menu button. Choose the rating which
best represents the overall interview evaluation.

| - |

19. Click the Recommendation field drop down menu button. Choose the
recommendation that represents the overall interview evaluation.

| |~

20. Do not click the Submit Evaluation button. As previously noted, interview
evaluations become part of the applicant file and thus part of public record. If you
click Submit, we are unable to edit this information if it becomes necessary.

Instead, click the Save button once the evaluation has been entered.
NOTE: There is no need to submit the final evaluation even after the final candidate

has begun employment. Saving the evaluation is a sufficient final step in this
process.

Save

21. End of Procedure.

Background Check

In this section, you will learn how to initiate a background check utilizing the automated
PeopleSoft process.

Background checks are conducted by Barada Associates, Inc which is a 3rd party vendor
contracted by the State of Indiana. Once the background check has been initiated, the applicant
will receive an automated email to complete a disclosure and release form via the Barada
Associate, Inc website. Results can typically be expected within four (4) business days once the
candidate completes this disclosure form. This background verification process supplies
background results for:

The State of Indiana Limited Criminal package, which includes the following services;

Sex Offender Registry (via Indiana Sheriff’s Office and United States Department of Defense)
Indiana Bureau of Motor Vehicles Driver’s License Check

Indiana State Police Limited Criminal History

Indiana Department of Revenue Tax Check

The Barada package, which includes the following services;
Social Security Trace
Criminal County Court Record
Criminal National Database

There is a third package available which combines the State of Indiana Limited Criminal, and
Barada packages to include all services listed. Additional details regarding the description for
each service can be found here: Applicant Background Record Checklist - Form 53390
(https://forms.in.gov/Download.aspx?id=6610).
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This process is only for State of Indiana Full-Time/Part-Time candidates. Directions to process a
Direct Hire, Unpaid Intern or VVolunteer can be found
(http://intranet.spd.state.in.us/employment/Background Check Automation (R6-14).docx) (pages

4-5). This process does not incorporate contract candidates or any fingerprinting or verifications

ran through IDACS.

The electronic applicant disclosure and release form completed by the applicant will be stored on
our vendor’s server. Should you need a copy of this disclosure, please contact Barada Associates
Monday-Friday from 8am to 5pm at 1-800-616-5917 or
(http://intranet.spd.state.in.us/employment/Background Check Automation (R6-14).docx) (pages

6-7) for instructions to log in to Barada’s website and download the completed form. Access to
login is required. Contact the Talent Acquisition Division with questions.

Initiate Background Check

In this section, you will learn how to initiate a background check utilizing the automated

PeopleSoft process.

View Background Check FAQ's:

(https://hr85.gmis.in.gov/LMS SPD/UPK/eTalent/FAQS/Background.docx)

Procedure

'Emp\uyee—fsung registry content ﬁ

el

Self Sevice
My Learning Manager Self Senvice
Strategic Hiing Recruiting
Worklorce Administration
Benefits

Gompensation

<
2

Time and Labor
Worklorce Development
Organizational Development
SetUp HRIS

Enterprise Companents
Workist

Tree Manager

Reporting Tools
PeopleTools

Careers

501 SHC Request

Usags Monitoring

Change My Password

My Personalizations

My System Profile

My Dictionary

Iy Feeds

Submita GMIS Issue

o I i e o e e e el e

4 | & hitps://devhB53.gmis.in.gov/psp/hi91qa/EMPLOYEE/HRMS/h/7tab=DEFAULT || B - coogle
Favortes~ | | Main Menu ~

Search Menu: Hom
ORACL( ®

Important Infarmation S ov

SPD BENEFITS HOTLINE/ INFO
2015 Open Enrollment Website
Benefits Hotline: 7:30 a.m. to 5 p.m. Monday through Friday
317-232-167 within Incianapolis area

1-877-248-0007 tollree outside Indianapolis
Benefits Email

Indiana State Police Employees
317-232-8275 withi rea
1-800-622-4995 tol

Indiana Conservat tion Officers
For Health, Dental and Vision only, Contact Pam Nelson at 317-232-4193

Indiana Excise Police Oficers
For Health, Dental and Vision only, contact Angie Wills at 317-234-6521

Open Enroliment Elections S ov

Enter Elections

=N

20151 ITS
OPEN ENROLLMENT
OCT. 29 - NOV. 19, 2014 Gvnoonssn

temet Explorer 6, you may receive an *Object Error”
lecting your Benefits. You should upgrade to Internet Explorer

Note: It is a violation of the Information Resource Use Agreement’ to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections mads by

e | Worklist | AddtoFavorites

Pl B & A=

Sign out

Personalize Content| Layout 9 Help
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Step

Action

From the Main Menu, click the Recruiting link.

Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.

Click the Job Title link.

Recruitment
Associate

Click on the Disposition of the applicant selected for a background check. If the
Disposition isn’t an active hyperlink, click on
the applicant’s name.

N50-Route

Click the triangle next to Edit Disposition Details to expand the section.

[E]

Click the Status Code drop down list.
| 050-Route - |

€ | @ https://devhiB53.gmis.in.gow/psp/hrd1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT OBJECTHC_ v C || B8~ Google Pl & & =
Favorites = | Main Menu~ > Recriting ~ > Find Job Gpenings

Home | Workiist | AddtoFavorites | Sign out
ORACLE’

CrepUsINT Do e

Applicant Name: Laila Alyse Date Entered:  10/15/2014
D: 2175781
& PrintJob Opening M

Posting Title: Recruitment Associate Job Opening ID: 592457
Job Opening Status:  010-Open Job Type: Standard
Job Title: Human Resource ASsoc 4 Job Code: 002NA4
Position Number: 10065404 Human Resource Assoc 4
Business Unit 00070 State Personnel Department

save Retum to Previous Page

Routing Details

Overall Routing Status: 010-Routed - Status Date: (1011512014 |5
Status Reason: -
5 Draft A
Activity Routing Informat{ 010 Review
015 Linked
*Route Date  “Route To| (19 Linked Questionnaire se Response Date
020-Applied
1015120 [Heather W 030-Screen outed v & =
050-Route

060-Intenview F

B L Tl 000 Preliminan Offer Decided IS
070-Offer

Disposition 071 Offer Accepted StatusDate  Offer D
075-Preliminary Offer Notiied

Route 076-Preliminary Offer Accepted 110512014
077-Preliminary Offer Rejected

Route 078-Hire Decided 101512014
080-Readyto Hire

= Edit Dispostion Deta| 90 nes

00-+Hold
10-Not Selected
~Job Opening I 12 Failed Prescreening s odate
*status Code: 050-Route -
Status Reason: -
Status Date: 10s201s |
Contract Number: Q
Save Return to Previous Page
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Action

Select the 069-Preliminary Offer Decided option.
I 69-Preliminary Offer Decide |

€ a s /psp/hr91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v € || [~ Google

Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | Addto Favorites
ORACLE’
CispusT e, T
Applicant Name:  Laila Alyse Date Entered: 101152014
: 2175781
& PrintJob Opening
Posting Title: Recruitment Associate Job Opening ID: 592457
Job Opening Status:  010-Open Job Type: Standara
Job Tite: Human Resource Assoc 4 Job Code: 002nAs
Position Number: 10065404 Human Resource Assoc 4
Business unit: VOO State Personnel Lepartment
save Retum to Previous Page

Routing Details

Overall Routing Status: 10 Routed ] StatusDate: (101512014 |
Status Reason: .

Activity Routing Information

“Route Date “Route To RespOnse  posponse  Response Date

10152073 [Heather Witaker @, 5 [070Routed v B =E

 Disposition History

Disposition Status Reason StatusDate  OfferID
Route 010-Routed 110512014
Route 010-Routed 101512014

= Edit Disposition Details

+Job Opening ID: 592457/Q Recruitment Ass ociate

*Status Code: "069-Preliminary Offer Decided  +

Status Reason: e

Status Date: 1110512014 =

Contract Number: Q
Save Retum to Previous Page

Find Job Openings

Pl & A=

sign out

Step

Action

10.

i |

Click the Status Reason list and select the appropriate background check package.

Status Reason:

Status Date:

Contract Number:

Free Basic Checks

save Retum to Previous Page

€ a .. gov/psp/hi@Lqa/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL FolderPath-PORTAL ROOT_OBIECTHC. v C | [~ Google Pt 3 & =
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | Addto Favorites

ORACLE’

CspusT e, T

Applicant Name:  Laila Alyse Date Entered: 101152014

: 2175781

& PrintJob Opening

Posting Title: Recruitment Associate Job Opening ID: 592457

Job Opening Status:  010-Open Job Type: Standara

Job Tite: Human Resource Assoc 4 Job Code: 002nAs
Position Number: 10065404 Human Resource Assac 4

Business Unit 00070  State Personnel Department

save Retum to Previous Page

Routing Details,

Overall Routing Status: 010-Routed - StatusDate: 1011512014 |5
Status Reason: -

Activity Routing Information

“Route Date “Route To RespOnSe  posponse  Response Date
101512075 [Heather whitaker |Q B 010-Routed ~ B EE
 Disposition History

Disposition Status Reason Statusbate  OfferiD

Route 010-Routed 111052014

Route 010-Routed 1011512014

~ Edit Disposition Details

Job Opening ID: 592457/Q Recruitment Ass ociate

“status Code: 069-Preliminary Offer Decided  +

Find Job Openings

Sign out

i
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Step Action

11. Select the appropriate background check package per agency business practice.
Packages include:

Free Basic Check - Sex Offender Registry State & National, BMV Driver’s License
Check, Limited Criminal History, and Dept of Revenue check

Barada Only — Social Security Trace, Criminal County Court Record, and Criminal
National Database

Barada + Free Basic Check — Combines all services listed above

Note: If a credit check is required, email Barada to add this service
customerservice@baradainc.com

For this example, click the Barada + Free Basic Checks list item.

| Barada + Free Basic Checks

Find Job Openings

€ @ ritpes/deshiES3.gemisingow/pp /a1 EMPLOYEE/HRMS/c/HRS_HRPMLHRS_JO_FIND.JOB.GBLTFolderPsth~PORTAL ROOT OBIECTHC. + ¢ || [+ Google Sla & =
Favorites~ | Main Menu~ > Recuiting ~ » Find Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

rspusiunT Lo, e

Applicant Name:  Laila Ayse Date Entered: 1011512014
: 2175781

& Print Job Opening M
Posting Title: Recruitment Associate Job Opening ID: 502457

Job Opening Status:  010-Open Job Type: Standard
Job Title: Human Resource Assoc4 Job Code: 002NAS
Position Number: 10065404 Human Resource Assac 4
Business Unit 00070 State Personnel Department

save Retum to Previous Page

Routing Details

Overall Routing Status: 010-Routed - StatusDate: 101512014 [[5)

Activty Routing Information

Route vste “RouteTo RESDONSE  psponse  Respomse e

1015/207#  [Heather Whitaker | @ [ 010-Routed ~ H ==

= Disposition History

Disposition status Reason StatusDate  Offer ID
Route 010-Routed 110512014
Route 010-Routed 101512014

= Edit Disposition Details

Job Opening ID: 592457/Q Reciuitment Associate

“status Code: 069-Preliminary Offer Decided  +

Status Reason: Barada + Free BasicChecks

Status Date: s |5

Contract Number. Q
Save Relum o Previous Page

Step Action

12. Click the Save button.

Save
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Step Action

13. A workflow message will be sent to the candidate requesting they complete the
Background Check Release form. The employees listed on the requisition under
‘Created By’, ‘Recruiter’, all ‘Hiring Managers’ and the initiator of the request will
be blind copied on the workflow message.

14. Note: If the candidate’s email address is invalid Barada will notify us. If this is the
case, please contact the candidate and update the email address in their applicant
profile in the ‘Applicant Data’ tab, under ‘Contact’.

The workflow will need to be resent through PeopleSoft by changing the applicant
back to ‘050-Route’ or ‘020-Applied’ status, which will result in a warning box,
please ignore. Then complete these steps again to put back into ‘069-Preliminary
Offer Accepted’ status.

15. The results for the Background Check verification process will be sent to the
assigned email account(s) currently listed for the respective agency with Barada. If
the agency designee(s) needs to be updated or for questions please contact the State
Personnel Department Talent Acquisition Division, jobs@spd.in.gov or 1-855-SPD-
INHR #2.

Click the Return to Previous Page link.
[Return to Previous Page]

16.
End of Procedure.

Offer Letter

This section details instructions for creating and sending offer letters via PeopleSoft Talent
Manager. The offer letter process is performed by Human Resources. Specific offer letter
templates have already been created for your agency/facility; however, if any changes are
necessary contact the Talent Acquisition Division.

Create/Send Offer Letter

In this section you will learn how to create and send an automated offer letter via PeopleSoft
Talent Manager.

View Offer Letter FAQ's:
https://hr85.gmis.in.gov/LMS_SPD/UPK/eTalent/FAQS/OfferLetter.docx
(https://hr85.gmis.in.gov/LMS_SPD/UPK/eTalent/FAQS/OfferL etter.docx)
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Procedure

| Employeefacing registry content |

|

€ & hitps: 2.gmis. in.gov/psp; 3 RMS/h/?tab=DEFAULT || B~ Google

Favorites~ | Main Menu~.

Search Menu:

ORACLI| ®
£1 seifsenice ’
MyLeaming | 03 panager SeffSenice + || [important Information S ov
Strstegic Hiing C1  Recuing ’
5 Werktoree Acminictaton s SPD BENEFITS HOTLINE/ INFO
,
& Bonefits 2015 Open Enroliment Website
You mustel 3 Compensation 4
Bensfits Hotline: 7:30 a.m. to & p.m. Monday through Friday
,
£ Time anaLabor 317-232-1167 within Indianapolis area
3 Workdorce Development » || 1877-248-0007 tollfree outside Indianapolis
3 Organizational Development » | Benefts Email
3 SetUpHRUS ' Indiana State Police Employees
1 Enterpiise Components » || 3172328275 within Incianapolis area
1-800-622-4995 tollree outside Indianapolis
O workiist s
3 Tree Manager » Indiana Conservation Officers
. .| ForHeath, Dental and Vision only, Contact Pam Nelson at 3172324133
eporting Tools
£1 PeopleTools » || Indiana Excise Police Officers
B carons For Health, Dental and Vision only, contact Ange Wills at 317-234-6521
B s0ISHC Request
Open Enrollment Elections S ov
[ usageMonitoring
[ change My Password Entet Flecions,
B nyrersonaizatons
By sysemerone
B myoictonary
B myreess
B sumtacusissue

2015 BENI
OPEN ENROLLMENT

OCT. 29 -NOV. 19, 2014 (&vnoonesn

Note: If you are using Intemet Explorer 6, you may receive an “Object Eror”
message when selecting your Benefits. You should upgrade to Intemet Explorer
7 or higher

Note: It is a violation of the Information Resource Use Agreement’ to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections made by

LlErB & &=

Home | Workist | AddtoFavorites

Persanalize Content| Layout

Sign out

? Help

I

Action

From the Main Menu, click the Recruiting link.
Recruiting

Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening

ID field.

Click the Search button.

Click on the Job Title.
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Find Job Openings

View Applicants Screen Applicants

Esae

Create New

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details

Interview Schedule

Previous Job Opening [Next Job Opening |Job Opening List

€ a /psp/hr9lqa/EMPLOYEE/} /c/HRS_HRPM HRS_JO_FIND_JOB.GBLFolderPath=PORTAL_ROOT OBJECTHC. v G4 holy spirit at geist AeE & A=
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Help.
Job Opening 360
Job Opening
Posting Tite: Recruitment Associale Job Opening ID: s02458
Job Opening Status: 010-Open Standard
Job Tite: Human Resource Assoc 4 002NAs
Position Number: 10065404 Human Resource Assoc 4
Business Unit 00070 State Personnel Department
Esave reate New  Previous Job Opening [Next Job Opening |Jab Opening List
| Manage Appiicants || Find Applicants || Activity & Aachments_|[Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants Personalize | Find | Viewar | & | H  First Bl
ete Arteas ~ |Applcant is position esume ication eteran eview  LastUpdate rake Action
Select e n Appication batew AP Disposit Re Applicats Vet R LastUpdated  “Take Acti
1013022014 External 069-Preliminary Offer - 10202014
Lalahlse 2175781 5330y Applicant Decided = 236P1 SelectAction
1011812014 External 3 = 1011612014 R TrTr T am—
OceanBreeze 2782385 17152 e 050-Route B A2 SelectAction
1011572014 External - 1011512014
Juliete Reese 2757142 [100 Spicant 050-Route B e SelectAction
101082014 069-Preliminary Offer
Nicole Gloyd 2649828 3y goy Employee e 1/0512014 819N Select Acion
SelectAll  DeselectAll  *GroupAction:  Select Group Action ~! [

Action

Scroll over to view the Take Action column next to the offer letter recipient.

¢ ||B- Google

Find Job Openings

Pl B & &=

€ a /psp/hid1qalt /HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_
Favorites~ | Main Menu~ > Recruiting - » Find Job Openings
ORACLE"
Recuitment Associate Job Opening ID: 502458
010-Open Job Type: Standard
Human Resource Assoc 4 Job Code: 002NAd
10085404 HumanResource Assoc .
00070 State Personnel Department
[FCreate New  Previous Job Opening [Next Job Opening |Job Opening List
s || FinaAppicants | ety & Arachments. | Job Opening Detas |
Screen Applicants  Interview Schedule
foant Appiicant
o 0 Application Date PP Disposition Resume Applicaion  Veteran Review
10302014 External 069-Freliminary Offer
Ase  2ATST81 5 33py Applicant Decided
101512014 Extemal
nBresze 2782366 A 050-Route A
101512014 Externa
lteReese 2757142 10152 i 050-Route
1000612014 069-Prefiminary Offer
leCloyd 2640028 100072 Employee D
lect All “Group Action:  Select Group Action. =

creen Applicants  Interview Schedule

Create New

| Find Applicants | Activity & Attachments | Job Opening Details

Previous Job Opening [Next Job Opening |Job Opening List

Home | Workiist | Addto Favorites | Sign out

Help

Personaize | Find | ViewAll | | First B 14 ora B Last

LostUpdated  “Take Action

10302014 SelectAdion..  +
01512014 SeletAdion..
A —

1110512014 8:19AM Select Action.

i
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Step

Action

Click on the Take Action list.

| Select Action...

Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings

ORACLE’

Recruitment Ass ociate Job Opening ID:

010-Open Job Type:
Human Resource Assoc 4 Job Code:
10065404 Human Resource Assoc 4

00070 State Personnel Department

[EffCreate New  Previous Job Opening [Nexi Job Opening [Job Opening List

ts || Find Applicants || Activity & Aftachments || Job Opening Details

00T_OBJECTHC_ v ¢ || B~ Google

Home

Screen Applicants  Interview Schedule

o [aoptsenteer A gt

w ermn B gmm gapeenow
nrecze 2782365 10152014 e 050-Route
ltereese 2757142 1132014 i 050-Route

lecioja  20a0828 095014 Employee e
lectAl  “Group Action:  Seledt Group Action 7 [Go

| Find Applicants | Activity & Attachments | Job Opening Details
creen Applicants  Interview Schedule

[fCreateNew  Previous Job Opening [NextJob Opening |Job Opening List

502458
Standard
002NAY
Personalize | Find | View All |
Resume Application Veteran Review  LastUpdated
101302014
> 1011512014
A R
1011512014
7A3PM

0512014 8:19AM

PlirB & A
Worklist

Add to Favorites

Help

B prst M1 ora B Last

“Take Action

Select Action. v
Add Applicant to New List

Add Applicant to Saved List
Change Applicant Status

Create Interview Evaluation
Forward Applicant

Link Applicant to Job

Manage Applicant Checkists
Manage Intenviews

Send Correspondence
Withdraw From Hire

Find Job Openings

€ ) @ https://devhiS3.gmis.in.gov/psp/ni31.qa/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL IFolderPath=POR

sign out

Action

Prepare Job Offer

Click the Prepare Job Offer list item.

Page 63




oo € =]
€ ) @ https://devhr3s3 gmis.

in.gov/psp/hid1.qa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBIECTHC_ v G || B8~ Google AeE 8 A=

Favorites~ | Main M
Home | Workist | AddtoFavorites | Sign out

ORACLE’

Help
Manage Applicant:Laila Alyse

Prepare Job Offer
‘Applicant Name: Laila Aiyse: Date Entered: 103012014
1D: 2175781

£ Print Jo Opening

Posting Title:

Job Opening ID: 5
Job Type:
Job Code:

Save for Later || Submit || Delete Offer || Cancel | Retu to Previous Page

Offer Details
Job Opening: 502458 Recrui

Business Unit: 00070

Position Number: 10065404 R Human
Resource

- Assocd

Job Code: SO Human Resource Assoc 4
Offer Date: 1110612014 H

Desired Start Date: B

Reports To: 10000242606 |G Heather Whitaker
Recniter:

Created By:
Status

*Status: 010-Extend

Offer Letter

javascript:submitAction_wind{document wind, HRS_APP_RCM_WRK_HRS_MANAGE_APP_LNK); 3
Step Action
9. All sections on this page must be complete. Most information will auto-populate

based on the vacant PCN. Verify the accuracy of the Position Number and Reports
To sections. If necessary, manually update these sections or utilize the magnifying
glass lookup feature to find the appropriate information.

Note: The Reports To: field must have an employee ID listed. Anyone with Hiring
Manager access can be added to the Reports To: field. Typically, the individual
listed in this field will be the direct supervisor for this position. However, for SPD,
DCS and any agency defaulting to the SPD 00070 offer letter templates, please note
that the name entered in the Reports To: field will be the signature in the letter.

Note: If your agency designed an offer letter template that references the email
address of a specific hiring manager, the email address that will populate will be that
of the individual listed as the ‘primary’ Hiring Manager on the Hiring Team page of
the job bank posting. If the email address should be different, change the primary
hiring manager on the posting before completing the offer letter.

Once the Position Number and Reports To fields have been verified for accuracy,
enter the Desired State Date, which is the candidate’s first day of work and/or
effective date.

Page 64




Find Job Openings

€ a ingov/p5p/ 91 EMPLOYEE/HRMS/c/HRS_HRPMLHRS_JO_FIND_JOB GBL FolderPath=POR

oot oBECTAC, v ¢ | (B Google sl & A=
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | AddtoFavortes | Sign out
ORACLE
Help .

Manage Applicant: Laila Alyse
Prepare Job Offer

Applicant Name: i Ase! Date Entered:  10/3012014.
0: 2175781

& Print Job Opening
Posting Title: Recruitment Associate Job Opening ID: 592458
Job Opening Status:  010-Open Job Type: Standarg
Job Title: Human Resource Assoc 4 Job Code: 002NA¢
Position Number: 10085404 Human Resource Assoc 4
Business Unit 00070  State Personnel Department
Offer

i

| Save for Later || Suomit || Delete Offer || Cancel | Retum o Previous Page

Offer Details
Job Opening: 502458 RecuimentAssociate
Business Unit 00070
Position Number: 10065404 @ Human
Resource
Assacd
Job Code: E=T Human Resource Assoc 4
Offer Date: 1110672014 l
Desired Start Date: 1172014 =l B
Reports To: 10000242606 |&  Heather Whitaker
Recruiter: 10000283482 Dawn Hay
Created By [Heather Whitaker
Status
“status: 010Extend -
Offer Letter
Letter: ~ | Date Printed:

Generate Leter and Email Offer

i

Step Action

10. The Offer Date is the creation date of the offer letter, which will auto-populate.
The *Status box should remain 010-Extend.

Scroll down to view additional information.

Find Job Openings

€ a s /psp/hr91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBIECTHC_ v ||~ Google Al 3 A=
Favorites~ | Main Menu~ > Reciting ~ » Find Job Qpenings

Home | Workist | AddtoFavorites | Sign out
ORACLE"
Offer

| Savefor Later || Submit || Delete Offer || Cancel | Retum e Previous Page

Offer Details
Job Opening: 592458 RecimentAssociate
Business Unit 00070
Position Number: 10065404 @ Human M
Resource
Assocd
Job Code: fEns Human Resource Assoc 4
Offer Date: 1110672014 =l
Desired Start Date: 111712014 ]
Reports To: 10000242606 |&  Heather Whitaker
Recruiter: [10000283482 Dawn Hay
Created By: [Heather Whitaker
Status
“status: 010-Extend
Offer Letter
Letter: v Date Printed:

Generate Letier and Email Offer

Job Offer Components

“Component “Offer Amount Currency Frequency

Comments

Added By:
Last Updated By:

< D
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Step

Action

11.

Select the appropriate letter for the type of offer being extended (i.e. New Hire,
Promotion, Transfer, PT/Intermittent, etc). The number of offer letter templates
will vary by agency. The templates were designed by each agency/facility and can
be updated as needed by the Talent Acquisition division.

Examples:

New Hires at IGC = IGC_Offer_Letter
Intermittent/PT = INT_PT

Promotion = Promo

Transfer = Trans or Transfer

External New Hire = External_Hire
Job Reclassification = Job_Reclass
Lateral Transfer = Lateral_Transfer
Transfer Same $ = Transfer_Same_Sal
Voluntary Demotion = VVol_Demotion

Click the Letter drop down list.

| x |

12.

Select the frequency of pay under Component drop down list.

| -

13.

Enter the bi-weekly or hourly compensation offered in *Offer Amount box.

Note: The frequency of pay does not pull into the letter, only the offer amount.

14.

Click the Submit button.

Note: You can also click ‘Save for Later’ if you aren’t ready to complete the
transaction at this point. Directions to complete a draft are detailed later in the
training.

15.

Once submitted, click on the Generate Letter and Email Offer link under Offer
Letter.

[Generate Letter and Email Offer]

16.

You will be directed to a new page where you will build the content of the email that
will be sent to the candidate. From this page, you can preview the offer letter
created, add/delete attachments, and enter the email subject and text.

Email addresses that pre-populate are ‘Display’ only.

Enter email Subject and Message text as this information does not pre-populate.
Click in the *Subject field to enter a subject line for the offer letter. Next you will
want to add content into the Message field. The email text should incorporate

information that could not be included in the design of the offer letter such as
Onboarding room location, 2nd day instructions, etc.
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Step Action

17. If changes are necessary to the offer letter, you must cancel the transaction and
Prepare Job Offer again with updated information. It is not recommended to
make/save the changes and then send the manually updated letter within Outlook as
there would be no PeopleSoft record of this transaction.

Click the .rtf link in the attachment section to review the Offer Letter created.

18. If appropriate, you can also add and delete attachments. Examples of appropriate
attachments: campus map, parking facilities, finger printing directions, 2nd day
directions, etc.

19. Click the Preview button to review the email content.

Preview

20. Click the Return button.

21. Click the Send button once complete. This will initiate the automated email
including the offer letter, all attachments, and email text to the candidate and
recipients listed in the CC and BCC lines. The email you receive serves as a
confirmation that the offer letter was sent successfully.

22, If necessary, you can review the offer letter history, access a copy of a sent letter,
edit an offer letter ‘saved for later’ in draft status, or delete a saved/draft offer letter
from the Manage Applicants page of the posting.

Click the Return to Previous Page link.
[Return to Previous Page]

23. To view the offer letter that was created/sent:
Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided).

For this example, click the 069-Preliminary Offer Decided link next to Laila
Alyse.

069-Preliminary Offen
Decided

24, Click on the Letter icon in the Disposition History section.

25. Click the OK button to view the word document.
oK
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STATE PERSONNEL DEPARTMENT Michael R. Pence
402 W. Washington St., Rm. W161 Governor
Indianapolis, Indiana 46204-226 1
Telephone: (317) 2320200 Anita K. Samuel
State Personnel Director

SPD

11-06-2014

Laila
111 Address We
Indianapolis, IN 46204

Dear Laila:

Welcome to the State Personnel Department! I am pleased that you have accepted the position of
Recruitment Associate within our agency. You are certainly a valuable addition to our team.

This letter confirms the details of your acceptance as Recruitment Associate in our agency reporting to
Heather Whitaker. Your employment with the State Personnel Department will be effective

11-17-2014, and your bi-weekly salary will be $1027. On your first day, please report to new employee
orientation, which is located in the Indiana Govenment Center — South Building at 8:30 a.m.
Registration begins at 8:15 a.m., if you require assistance locating the room for orientation please visit
the Information Desk. NOTE: Your offer of employment is contingent upon the favorable resuits of a
background check.

Upon your arrival, you will be participating in Omboarding, which has been designed by the Human
Resources Department to help with your transition into state government. You will find a ready list of
resources from which you can draw assistance, as you become part of our community. Prior to your
first day, visit our unique Onboarding website at http://wwiin.qov/spd/2328.htm for information
regarding Indiana State Government employment. On this site you can access the forms and bring
them with you on your first date of employment. Please wait to sign and date these forms.

onyour first day, you may park in the Washington Street Parking Garage #1 (entrance on Missouri
Street). Show the attendant this letter and the attendant will sign you nto the parking garage.
Arangements will be made later for a permanent entry pass.

Asa full-time employee you are eligible to enroll in the state benefits program, which includes health,
dental, vision and life insurance as well as state retirement. To assist you in completing your benefits
applications you will need your sodial security number and the sodial security number(s) and date(s) of
birth information for anyone you will be designating as a dependent o beneficary. Should you

participate in the state benefits program, it will be necessary that you provide proof of elgibilty for all
dependents which you entall o a tte beneft plan wknten (10) businessdays of tfication to o
so. Please «consult the State Personnel in.gov/spd/2731.htm

Page1of2 | Wordsi610 |

Step Action

26. Review this document and click the Close button when done.

Find Job Openings

« holyspirat geist IR ar - e

€ a /psp/hi9L qa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLIFolderPath=PORTAL ROOT_OBJECTHC_ v € ||

Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out

Offer Date: 1110622014
Desired Start Date: 1111712014

Reports To: 10000242606 Heather Whitaker

Recruiter: 10000283452 Dawn Hay

Created By: Heather Whitaker

Status.
*Status: 010-Extend

Offer Letter

Letter: [Z] pateprintea: 1110512014

Generate Letier and Email Offer

Job Ofer Components
“Component “offer Amount Currency Frequency

Base Offer Biweekly 1027 005 usD Biweekly

Comments
I 2]

Added By:
Last Updated By:

 Disposition History

Disposition Status Reason Status Date  Offer ID Letter

Offer 010-Extend 110812014 22462

v Edit Disposition Details

Return to Previous Page

<[ 0 v
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Step

Action

217.

Click the Return to Previous Page link.
[Return to Previous Page]

28.

To complete an offer letter that you Saved for Later:
Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided).

For this example, click the 050-Route link next to the selected candidate's name.

050-Route

29.

Click the Offer link in the Disposition History section.

30.

This will bring up the Offer details page for you to verify information, make any
changes and then finalize the process as described.

Click the Return to Previous Page link.
[Return to Previous Page|

31.

To Delete an offer:

Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided,
Offer).

For this example, click the 050-Route link next to the selected candidate's name.

050-Route

ORACLE’

| e A o=

€ @ hitps://devhi853 gmis.in.gov/psp/hi9 qa/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL FolderPath=PORTAL ROOT_OBJECTHC. v C' || [+ Google PlB & & =

Favorites~ | Main Menu~ > Recruiting ~ » Find Job Openings

Home | Workist | AddtoFavorites | Sign out

Help .

Manage Applicant: Ocean Breeze
Disposition Details: Offer

Applicant Name: {Gesan Breezs! Date Entered:  10/15/2014
D: 2782366

& Print Job Opening
Posting Title: Recruitment Associate Job Opening ID: 502458
Job Opening Status:  010-Open Job Type:

Job Title: Human Resource Assoc 4 Job Code: o
Position Number: 10085404 Hum:
Business Unit: 00070 State P

sae Return to Previous Page

Offer

Offer Details

Job Opening: 532458
Business Unit o
Posttontumber:  [10055808

Job Code: 002NA

u ssoc
Offer Date: 103172014 u
Desired Start Date: 712014

Reports To: 10000242606 Heather Whitaker

Recruiter: 10000283452 Dawn Hay

Created By

Status

*status: 005 Draft

Offer Letter

Letter: Date Printed:
Generate Letier and Email Offer

ction_wind{documentwin0, HRS_APP_RCM_WRK_HRS_MANAGE_APP_LNK);

Step

Action

32.

Scroll to the Disposition History section.
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’Fmdlab Openings q mg

€ @ hitps://devhi@53.gmis.ingov/psp/n91qs/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_IO_FIND._JOB.GBL FolderPsth=PORTAL_ROOT_OBIECTHC, v € ||~ Google rPlitE ¥ A=
Favorites~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Wordist | AddtoFavories | Sign out
ORACLE

ASS00E
Job Code: P Human Resource Assoc 4
Offer Date: 103122018

Desired Start Date: 111712014
Reports To: 10000242608 Heather Whitaker

Recruiter: 10000283482 Dawn Hay

Created By: Heather Whitaker
Status
“status: 005 Dratt

Offer Letter

Letter: Date Printed:
Generate Letier and Email Offer

Job Offer Components
*Component “Offer Amount Currency Frequency
Base Ofer Biweekly 1027.005 USD Biweekly
Commen ts
Added By
Last Updated By:
@ Disposition History
Disposition Status Reason Status Date offer p
ofter 005 Dratt 1053112014 22450
® Edit Disposition Details
Save Retum o Previous Page
javascript:submitiction wind{document.wind, HRS_APP_RCM WRK HRS_ MANAGE_APP_LNK); v

Step

Action

33.

Click the Offer link in the Disposition History section.

34.

Click the Delete Offer button.

Note: The ‘Delete Offer’ option should be used for offer letters in ‘draft’ status
only.

Delete Offer

35.

Click the OK button.

36.

Click the Return to Previous Page link.
[Feturn to Previous Page|

37.

End of Procedure.

Prepare for Hire

This section is used by Human Resources to begin the process to prepare a candidate for hire.
Once the candidate has been prepared for hire, he/she will be placed in a list within PeopleSoft
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Workforce Administration for processing by the SPD HR Data division who will finalize the
hiring process.

PFH: External Candidate

The process for preparing candidates for hire differs slightly for external and internal candidates.
This section details instructions for preparing external candidates for hire.

Procedure

€am o o1 VPOV EE VIS DAL T (B ot Pl & 4=
Favorites = | | Main Menu
Search Menu: Home | Workist | AddtoFawries | Sign out

ORACLI| ®

cersemce N Personalize Content | Layout 7 Help
My Leaming Manager SeffSenvice » || Important Information S ov
Strategic Hiing Recuit ’

Workforce Administration » SPD BENEFITS HOTLINE/ INFO

Benefts ' 2016 Open Enrollment Website

,

Compensation
Beneits Hotline: 7:30 a.m. to & p.m. Monday through Friday
. ,
Time and Labor 317-232-1167 within Indianapolis area
Worklorce Development > ||| 1-677:248-0007 tolfree outside Indianapolis
o Bensils Emal

tional Development

SetUp HRUS > | Indiana State P
Enterprise Companents 317-232-8275 wit
1-800-622-4995 1

Worklist 3

Tree Manager » || Indiana Conservat tion Officers
For Health, Dental and Vision only, Contact Pam Nelson at 317-2324193
Reporting Tools

Indiana Excise Police Oficers
For Health, Dental and Vision only, contact Angie Wills at 317-234-6521

PeopleTools
Careers

S0l SHC Request
Open Enroliment Elections S oy
Usage Monitoring

Change My Password Entet Elecions,

My Personalizations i

My System Profile

My Dictionary
My Feeds

Submita GMIS Issue

[ i i Y e e R e el R A e R i R e R

OPEN ENROLLMENT
OCT. 29 - NOV. 19, 2014 @vnoonssn

“Objeet Error”
Intemet Explorer

Note: It is a violation of the Information Resource Use Agreement’ to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections made by =

Step Action

1. From the Main Menu, click the Recruiting link.

NOTE: Candidates must be prepared for hire using these steps via the Manage
Applicants page of the posting. If other avenues are used (i.e. Find Applicants), HR
Data will not receive appropriate workflow to finalize the hire.

Recruiting

2. Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.
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Step Action

5. Click the Job Title link.

Recruitment
Associate

6. Click on the Disposition for the selected candidate.
For this example, click the 069-Preliminary Offer Decided link.

NOTE: If the Disposition isn’t hyperlinked, click on the applicant’s name, find the

appropriate Job Opening and then click the Disposition.

069-Preliminary Offen
Decided

€ @ https://devhi53.gmis.in.gov/psp/hi3l qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLIFolderPath=PORTAL ROOT OBIECTHC_ v C ||+ Google A= 2
Favorites~ | Main Menu~ > Recruiting ~ » Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE’

Help
Manage Applicant: Laila Alyse

Disposition Details: Offer

ApplicantName: L3S ASE) Date Entored: 10302014
n: 2175781
& Print Job Opening
Posting Title: Recruitment Associate Job Opening ID: 592458
Job Opening Status:  010-Open Job Type: Standara
Job Title: Human Resource Ass0c 4 Job Code: 002NA4
Position Number: 10065404 Human Resource Assoc 4
Business Unit: 00070  State Personnel Department
sawe Retum o Previous Page
Offer
Offer Details

Job Opening: 502458 Recruitment Associate
Business Unit: 00070
Position Number: 10065404 Human

Resource
Assocd
Job Cote [oo2NA " iman Resource Assocs
Offer Date: 1110612014 i
Desired Start Date: 111712014
Reports To: 10000242606 Heather Whitaker
Recruiter: 10000283482 Dawn Hay
Created By: Heatner Whitaker
Status
*status: 010-Extend
Offer Letter
Letter: Date Printed: 1110872014

Generate Letier and Email Offer

Job Offer Components
jvascript:submithction_win{document.win), HRS_ APP RCM WWRK HRS MANAGE APP_LNK'):

Step Action

7. Scroll down to view the Disposition Details.
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Find Job Openings

¢l B

Ll B & A=

ORACLE’

Position Number:

Job Code:
Offer Date:

Desired Start Date:
Reports To:

Recruiter:

Created By:
Status

*Status:

Offer Letter

Letter:

Job Ofer Components

“Component

Base Offer Biweekly

Comments

Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings

10065404 Human

Resource

Assocd
002NA¢ Human Resource Assoc 4
1170612014

172018
10000242606 Heather Whitaker

10000283482 Dawn Hay
Heather Whitaker

010-Extend

[=] Dpate Printed:
Generate Letter and Email Offer

110612014

“Offer Amount Currency Frequency

1027 005 USD Biweekly

Added By:
Last Updated By:

~ Disposition History

Disposition Status Reason Status Date  Offer ID
Offer 010-Extend 1110612014 22452

> Edit Disposition Details

[ @aa | Ratumtn Pravinus Pane

), HRS_RDTL_DIS | )

Letter

Home | Workist | AddtoFavorites | Sign out

Step

Action

F

Click the triangle next to Edit Disposition Details to expand the section.

Find Job Openings

€ ) @ https://devhiS3 gmis.in.gov/psp/hi3Lqa/EMPLOYEE/HRMS/c/HRS_HRPVLHRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECT.HC_

¢ || B~ Google Plir B & A=

ORACLE’

Position Number:

Job Code:
Offer Date:

Desired Start Date:
Reports To:

Recruiter:
Created By:
Status

*Status:

Offer Letter

Letter:

Job Offer Components

“Component

Base Offer Biweekly

Comments

Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings

10065404 Human

Resource

Assocéd.
002NA4 Human Resource Assoc 4
[11/0612014

[11712014
[10000242606 Heather Whitaker

[0000283482 Dawn Hay

Heather Whitaker
010Exend =

[=] Dpate Printed:

1110612014
Generate Letter and Email Offer
“Offer Amount Currency Frequency
1027.00% USD Biweekly

Added By:
Last Updated By:

> Disposition History

 Edit Disposition Details

Job Opening ID:

592458/Q Recruitment Associate

*Status Code: 069-Preliminary Offer Decided v
Status Reason: Free Basic Checks -
Status Date: 10302014 ]

<

Home | Workiist | AddtoFavorites | Sign out

i
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Step Action

9. Scroll down to view the details

Find Job Openings

€a ingov/psp/31qa/EMPLOYEE/ HRMS/c/HRS_HRPMLHRS_JO_FIND_JOB GBLFolderPath=PORTAL ROOT_OBIECTHC, v C | [~ Google Alee & A=

Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out

ORACLE"

Recruiter: [10000283452 Dawn Hay
Created By: [Heather Whitaker

Status
“status: 010-Extend =

Offer Letter

Letter: ~| DatePrinted:  11/06/2014

Generate Letier and Email Offer

Job Offer Components

*Component “Offer Amount Gurrency Froquency
Base Offer Biweeky 1027.005] USD Biweekly
Comments

= |
Added By:

Last Updated By:

> Disposition History

= Edit Disposition Details

Job Opening ID: 582456/ Recruitment Associate

“Status Code: 06-Preliminary Offer Decided  +

Status Reason: FreeBasicChecks v

Status Date: 1012012014 ]

Contract Number: Q
Save Retum o Previous Page

Step Action

10. Click the Status Code drop down list.
| 069-Preliminary Offer Decided = |

Find Job Openings

€ a .. gov/psp/hiLqa/EMPLOYEE/ HRMS/c/HRS_HRPM.HRS_JO_FIND._JOB.GBL FolderPath=PORTAL_ROOT_OBIECTHC, v G | [ [~ Google Plrs 8 & =
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE

Recruiter: [10000283452 Dawn Hay
Created By: [Heather Whitaker

Status
“status: 010-Extend =

Offer Letter

Letter: ~| DatePrinted: 1110612014
Generate Letier and Email Offer

Job Offer Components

“Component “offer Amount currency Frequency
Base Offer Biweekly 1027.005] UsD Biweekly
Comments 005 Draft IF|
———{010Review |
015 Linked =
019 Linked Questionnaire
020-Appl
030 Screen
050Route
060-Interv
addod By 058 Prelminan) Ofter Decded
Last Updated By: 071 Offer Accepted

075-Preliminary Offer Notified
076-Preliminary Offer Accepted
077-Preliminary Offer Rejected
© Disposition History | 078-Hire Decided
080-Ready to Hire
090-Hired
~ Edit Disposition Deta 100 1o

110-Not Selected

i

Job Opening ID: 112 Failed Prescreening sociate

“Status Code: 069-Preliminary Offer Decioed

Status Reason Free Basic Checks B

Status Date: 1012012014 2]

Contract Number: Q
save Return to Previous Page

< i

Page 74



Step

Action

11.

Select the 071 Offer Accepted option.
(071 OfferAccepted |

€ | @ https://devhi853.gmic.in.gov/psp/hrI1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT OBJECTHC_ v C ||~ Google PleB & A =

Favorites = | Main Menu~ > Recuiting ~ > Find Job Gpenings

Home | Workist | AddtoFavorites | Sign out
ORACLE"

Recruiter: [10000283482 Dawn Hay
Created By: [Heather Whitaker

Status

*Status: 010-Bxtend 5]

Offer Letter

Letter: [<] Dateprinted: 1110612014
Generate Letter and Email Ofler

Job Offer Components

“Component “Offer Amount Currency Frequency
Base Offer Biweeky 40220001

Message
Comments

Warning — New status entered is not a successor of the previous status. (1116,13008) |

The new status entered is not considered to be  successor ofthe previous status. This can resultin out-of-sync statuses across the recruitment areas.

oK

Added By:
Last Updated By:

® Disposition History

= Edi Disposition Details L

S 502458/Q Recruitment Associate
*Status Code: ‘O710ferAccepted v

Status Reason . ]

Status Date: omozota |

Contract Number: Q

| sae | RetumtoPrevious Page

I v

Step

Action

12.

Click the OK button in the error message.

13.

Click the Save button.

Save

14.

Click the Return to Previous Page link.
[Return to Previous Page]

15.

Click the Take Action drop down menu for the selected candidate.
| Select Action... B
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Find Job Openings

licants Screen Applicants

iCreate New

pplicants | Find Applicants | Activity & Attachments | Job Opening Details
Interview Schedule

Previous Job Opening [Next Job Opening. |Job Opening List

€ a s /psp/hi91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLIFolclerPath=PORTAL ROOT_OBJECT.HC_
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings
ORACLE’
ing 360
pening
ite: Recruitment Associale Job Opening ID: 592458
ing Status: 010-Open Job Type: Standard
Human Resource Assoc 4 Job Code: 002nA4
umber: 10085404 Human Resource Assoc 4
Unit: 00070 State Personnel Department
reate New  Previous Job Opening [Next Job Opening |Job Opening List
e Applicants Find Applicants Activity & Attachments || Job Opening Details
plicants  Screen Applicants  Interview Schedule
[applicants
Al -
ts
EEERCE o =T isposition esume lication feteran
oA » Application batew AP Disposit Re Appicat Vet
102012014 Edemal =
Laila Alyse 2175781 Applicant 071 Offer Accepted B
10152014 External . B
OceanBreeze 2782365 10152 e 050-Route B
101152014 Exemal =
Juliette Reese 2757142 5:54PM Applicant 070-Offer B
1010612014 069-Preliminary Offer =
Nicole Cloyd 2649828 g apy Employee e B
Deselect Al *Group Action: Select Group Action. v |Go

¢l B

Review

A

Home

Personalize | Find | view anl| (| 2

Last Updated
110612014
1:01PM

101512014
7:13P1

110612014
10:47A1

110512014 8:19AM

Workist

Ll B & A=

Addto Favorites | Sign out

Help

First B 14 or4 B

“Take Action

Select Adion. -

Add Applicant to New List

Create Interview Evaluation
Forward Applicant

Link Applicantto Job
Manage Applicant Checkists
lanage Interviews
Pre-Employment Check

Send Correspondence
Withdraw From Hire

Step

Action

16.

Prepare For Hire

Click the Prepare for Hire option.

17.

Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize the
magnifying glass look-up feature if available.
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New Window | Help | Personalize Page
Manage Applicant

Prepare For Hire
Laila Alyse

To initiate a hire, rehire, transfer, additional job assignment, orto add a contingent
‘worker assignment, select Save and Submit Requestto HR.

Prepare For Hire

€ a . /psp/hi3Lqa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=POR e Pl 3 A=
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE"

I

Employee ID notverified

Additional Hire Information

Hire Comments: g

Save & Submit Re

stiobR | [ Cancel
Name personaiize | Find | viewal | & | E  first Bl 1 or1 BB Last

Last Hame FirstName Middie Name Alternate Character Hame

Application Status: 071 Offer Accepted

Status LastUpdated: 103012014

Job Opening; 592458 @ Recuitment Associate

Job Opening Type: Standard Requisition

Position; 10065404 |@  Human Resource Assoc 4

Job Code: 002NAS Human Res ource Assoc 4

Compensation Rate: 0.000000

Business Unit 00070 State Personnel Department

Department: 045004 SPD - Employment Admin Div

Start Date: n7eots |5

Date Appiied: 103012014

Appiicant Type: External - New L
Type of Hire: -
Contract Number:
Applicant ID: Verity Employee D

Find Job Openings

Step

Action

18.

Enter the bi-weekly salary or hourly rate (whichever applies for the position).

19.

Enter the Start Date into the Start Date field or select it from the calendar.

20.

Click the drop down box for Type of Hire.

-

Find Job Openings

€ a .. gov/psp/hi1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND._JOB.GBL?FolderPath-PORTAL_ROOT_OBIECT HC. v < || B8~ Google Pt 8 & =
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE

New Window | Help | Personalize Page ~
Manage Applicant
Prepare For Hire

Laila Alyse

To initiate a hire, rehire, transfer, additional job assignment, orto add a contingent
worker assignment, select Save and Submit Requestto Hi

Prepare For Hire

Applcation Status: 071 offr Acceped
Stats LastUpdated: 103012014 L
Job Opening: 592458 Q Recutment Associate 1
Job Opening Type:  Standard Reauistion
positon 065404 | Human Resource Assoc
Job Code: oz Human Resaures Assoc é
‘Compensation Rate: 0.000000
Business Unit 00070 Stte Personnel Department
Department oas00s SPD - Employment Adrmin Ov
Start Date: 1MAT72014 E
Date Appiid: 1on02014
Appicant Type: Extemnal-New
Type o ire:

Contract Number:
Applicant ID: ployee ID
Employee ID notverified

Additional Hire Information

Hire Comments: g

Save & Submit Request 1o HR Cancel
Mame Personalize | Find | View Al | &0 | B First B 1 or1 B Last
Last Name FirstName Widdie Name Alternate Character Name =




Step

Action

21.

Choose Hire.

NOTE: If the candidate you are preparing for hire is a former employee, select
Rehire instead of Hire.

€ @ https://devhi53.gmis.in.gov/psp/hial qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLIFolderPath=PORTAL ROOT CRIECTHC_ v C ||~ Google AeE 8 A=
Favorites~ | Main Menu~ > Recruiting ~ » Find Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page =

Manage Applicant
Prepare For Hire
Laila Alyse
To initiate @ hire, rehire, transfer, additional job assignment, or to add a contingent
worker assignment, s elect Save and Submit Request o HR
Prepare For Hire
Application Status: 071 Offer Accepted
Status LastUpdated: 103012014
Job Opening: 502458 @ Recruitment Associate
Job Opening Type: Standard Requistion
Position: 10065404 @ HumanResource Assoc4
Job Code [oozNAs HumanResource Assoc4
Compensation Rate: [10270.000000
Business Unit 00070 State Personnel Department
Department 045004 SPD - Employment Admin Div
Start Date: i7R0ts |5
Date Appiied: 1013012014
Appicant Type: External - New
Type of Hire: Hire
Contract Number:
Applicant ID:

Additional Hire Information

Hire Comments: ¢
Cancel

MName Personalize | Find | Viewall | E0 [ 8 First B 1 or1 B Last

Last Hame First Hame Widdle Name ___ Alternate Character Name

Step

Action

22.

Click the Verify Employee ID link.

\Verify Employee |10

23.

Click the OK button in the pop-up message box.

NOTE: If the candidate you are preparing for hire is a former employee, click the
Carry ID button and then click Return.

24,

If any additional comments are necessary for HR Data to review prior to finalizing
the hire, you can list them here. Examples include: requests for additional PPAF

recipients (i.e. payroll), underfill notes with job code, etc.
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Applicant Type:

Type of Hire:
Contract Number:

Applicant ID:

5p/hiS1qa/EMPLO RM R5_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_

€ a
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings
ORACLE"
Business Unit 00070 State Personnel Department
Department: 045004 SPD - Employment Admin Div
start Date: n7Rots |5
Date Appiied: 10302014

External - New

Hire -

verty Employee 1L

Employee ID verified

Additional Hire Information

Hire Comments: ¢
Save & Submit Requestto HR_ || Cancel
Name Personaize | Find | Viewal| @ B First B 1 or1 B Last
Last Hame FirstName Widdie Name Alternate Character Name
ALYSE LaLA
National ID Personalize | Find | View Al | &0 | B First B 1 o7 1 B L ast
National ID Primary D
300000000 Y
Address Personalize | Find | View Al | &0 | B First B 1 o7 1 B L ast
pddress iy state Country Postal County
111 Address
Wy Indianapolis N usa 45204
Date of Birth Personalize | Find | view Al | 20| B First M 1 071 B Last
Date of Birth
081611980

Home

Find Job Openings

Workiist | Addto Favorites | Sign out

Pl 3 A=

[#]

1]l

Step

Action

25.

Birth.

Scroll down to ensure the following sections are complete and accurate before
proceeding: First Name, Last Name, National ID, all Address fields, and Date of

If all information is complete and accurate, click the Save & Submit Request to
HR button. This completes the Prepare for Hire — External Candidate process.
However, if any information is missing you will receive an error message notifying
you to add this before you can proceed with finalizing the Prepare for Hire process.

€a singov/psp/ M1 EMPLO

<5_HRPV.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBIECTHC_ v C'

P E & A=

Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE"

Business Unit 00070 State Personnel Department

vepartment: 045004 SPD - Employment Admin Div

Start Date: 7ot |

Date Applied 105302014

Applicant Type: Faternal - New

Type of Hire: Hire -

Contract Number.
Appiicant 1: Verify Employee 1D

Cmployee ID verified

Additional Hira Information

Hire Comments: g 1
Save & Submit Requestto HR || Cancel

Name Personaize | Find | View Al | @ B First B 1 or1 B Last

Last Hame FirstName Widdie Name Alternate Character Name

ALYSE LaLA

National ID Personalize | Find | view Al | &0 | B First B 1 o1 B Last

National ID Primary D

300000000 Y L
Address Personalize | Find | ViewAll | &0 | B First M 1 o 1 B Last

Addrosa rostal

s city state Country e Gounty
a9 nainapons N usa 45204

Uate of Birth Personalize | Find | ViewAll | & | 8 First B 1 o4 B Last
Date of Dirth
0011611900
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Step Action

26. The following steps provide instruction for updating these sections if necessary.

Click the Save & Submit Request to HR button to review the error message.
| Save & Submit Requestto HR |

217. In this example, the county is missing from the Address section.

Review the error message and then click the OK button.
OK

28. Click the Cancel button.

Cancel

29. From the Manage Applicants page, click on the applicant’s name.

For this example, click the Laila Alyse link.

Laila Alyse

30. Click the Applicant Data tab.

Applicant Data

31. If the Date of Birth or National ID (social security number) was missing, click the
Eligibility & Identity link and enter information in the appropriate sections. Then
click the Save icon.

If the first name, last name or any part of the address was missing click the Contact
link and enter the information in the appropriate sections. The County is missing
from our example.

Click the Contact link.

32. Select the appropriate County from the County drop down list.
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Find Job Openings

€ a /psp/hi9lqa/EMPLOYEE/| /e/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v G e A eE 8 A=
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE"

Help .

Manage Applicant: Laila Alyse

Name: Laila Alyse Applicant Type: External Applicant
Appiicant D: 2175781 POIType: Unknown

Contact EMail Status: O010-Actie

Phone: 3171222-3333 Address: 111 Address Way
Emait hwhitaker@spd in.gov Indianapolis, IN 46204

Previous Applicant |Next Applicant | Applicant List

“ [ TakeAction:  SelectAction.

[ Applicant Activiy || ContactNotes || Applicant Data |

i

Applications & Resumes ~ Contact ~ Verification Eliqibility & identity

“Applicant Type: Extemal Applicant
Name
NameFormat:  Engiish | UserName: laila alyse
Name Prefix: - Change User Name
“First Name: Jennings -
Johnson
Widdle Name:  |Knox
. Kosciusko
Last Name: it
Name Suffix:  |LaPorte
Lake L
Lawrence
Address Wadison
Country:
Warshall
Address 1. Martin
Address 2 Miarmi
Wonroe
Address 3 Wontgomery
Mo
City: Newton
state: Noble
Ohia
Postal: Orange 1
County: Warion

Step

Action

33.

For this example, select Marion county.

[

Find Job Openings

€ a fpsp/hi91qa/EMPLOYEE/| /c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT_OBJECTHC_ v C' || B~ Google A= 2 -
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE"
Help .
Manage Applicant: Laila Alyse
Name: Applicant Type: External Applicant
ApplicantiD: 2175781 POIType: Unknown
Etail Status: 010-Active
Phone: 31712223333 Address: 11 Address Way
Emait hwhitaker@spdin.gov Indianapolis, IN 45204
“ B TakeActon  SeeclAdion.  + [Go|  Previous Appicant|Nex Applicant jAppiicant List
[Applicant Aciity || ContactNotes || Appiicant Data | =
Appiications & Resumes ~ Contact  Verification  Eliqibiity & Identity
“Applicant Type: Extemal Applicant +
Name
NameFormat:  Engiish ~ | UserName: laila alyse
Y Ghange User Name
“First Name: Laila
Widdle Name:
“Last Name: Ayse
Name Suffix: -
Address
Country: United States
Address 1. [111 Address Way
Address 2
Address 3
city: indianapolis
state: Indiana -
Postal: 46204
County: Warion -
javascript:submitiction wind{document wind, HRS APPNAV_WRK_HRS APPNAV_LNKS; -
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Step

Action

34.

Click the Save icon.

35.

Once all information has been entered, click the Applicant List to return to the
Manage Applicants page.

Applicant List

36.

Click the Take action drop down menu for the selected candidate.
|SE|emminn... - |

Find Job Openings

€ @ https: e psp/hidla 0 RMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLFolderPath=PORTAL_ROOT_OBJECTHC. v C || B8~ Google Pl Ba &8 & =
Favorites~ | Main Menu~ > Recriting ~ > Find Job Openings
Home Worklist Add to Favorites Sign out
ORACLE’
Help

ening 360
Dpening

Titl: Recruitment Associate Job Opening In; 592458
ening Status: 010-Open Job Type: Standard
= Human Resource Assoc & Job Code: 0024
h Number: 10085404 Human Resource Assoc 4
s Unit: 00070 State Personnel Department
e [BfCreate New  Previous Job Opening |Next Job Opening 1Job Opening List

hge Applicants || Find Applicants || Activity & Attachments || Job Opening Details

pplicants Screen Applicants  Interview Schedule

- Appicants
Al -
ants Personalize | Find | viewan |2 |8 First B 14 or4 Y
[ TS NSRRI —— hesume | Applston etoran Boview  LostUpdatod  “Take Action
Lalapyse 2175781 020201 it 071 Offer Accepted B ot SeecAdion..  []
Add Applicant fo New List
Ocommesse zrezas (VIS BNl pgocn B A T et e
Julietie Reese 2757142 19152014 E;‘:‘:EL‘ 070-Offer B oo E;?;;i;”;i’:}iﬁj“‘“"’“""
Link Applicant to Job
Nicole Cloyd 2649828 pqa ¢ Emplojee g e O B 110512014 81980 | Ma0208 Apolcant Checksts
Il DeselectAll  *GroupAction:  Select Group Action - [e e

Prepare Job Offer
Print Application Details
Reject Applicant

e Applicants | Find Applicants | Activity & Attachments | Job Opening Details Route Applicant
ppiicants  Screen Applicants  Interview Schedule Select Action

Send Correspondence
‘Withdraw From Hire

3 [EfCreate New  Previous Job Opening |Next Job Opening |Job Opening List

Step

Action

37.

Select the Prepare for Hire list item.
Prepare For Hire

38.

Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize the

magnifying glass look-up feature if available.
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Find Job Openings

€ a s /psp/hi91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v G | |[B~ Google LB & & =
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page =

Manage Applicant
Prepare For Hire
Laila Alyse
To initiate @ hire, rehire, transfer, additional job assignment, or to add a contingent
Worker assignment, S elect Save and Submit Requestto H
Prepare For Hire
Application Status: 071 Offer Accepted
Status LastUpdated: 103012014 L
Job Opening: Fa2458 @ Recruitment Associate 1
Job Opening Type: Standard Requistion
Position: 10055404 @ HumanResource Assoc4
Job Code: [o0zNAs HumanResource Assoc4
Compensation Rat 0.000000
Business Unit 00070 State Personnel Department
Department 045004 SPD - Employment Admin Div
Start Date: i7R0ts |5
Date Appiied: 10302014
Appiicant Type: External - New B
Type of Hire: -
Contract Number:
Applicant ID: Verity Employee D

Employee ID notverified

Additional Hire Information

Hire Comments: ¢

& SubmitRequestto HR Cancel
MName Personalize | Find | Viewall | B[ 8 First B 1 or1 B Last
Last Hame First Hame Widdle Name ___ Alternate Character Name

Step

Action

39.

Enter the bi-weekly salary or hourly rate (whichever applies for the position).

40.

Enter the Start Date into the Start Date field or select it from the calendar.

41.

Click the Type of Hire drop down list.

i |

Find Job Openings

€ a .. gov/psp/hLqa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_IO_FIND._JOB.GBL FolderPath-PORTAL_ROOT_OBIECT HC. v < || B8~ Goog Pt 8 & =
Favorites ~ | Main Menu~ > Recruiting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE

New Window | Help | Personalize Page +

Manage Applicant
Prepare For Hire
Laila Alyse
To initiate a hire, rehire, transfer, additional job assignment, or to add a contingent
worker assignment, s elect Save and Submit Requestto HR.
Prepare For Hire
Application Status: 071 Offer Accepted
Status LastUpdated: 103012014 L
Job Opening 592458 @ Recruitment Associate 1
Job Opening Type: Standard Requisition
Position: 10085404 @ HumanResource Assoc4
Job Code: [o0203 " HumanResource Assoc4
Compensation Rate: |1027.000000
Business Unit 00070 State Personnel Department
Department 045004 SPD - Employment Admin Div
Start Date: in7eots |5
Date Appiied: 10302014
Applicant Type: External - New B
Type of Hire: [

Contract Number:
Applicant ID: ployee ID
Employee ID notverified

Additional Hire Information

Hire Comments: ¢
Save & SubmitRequestto HR Cancel

Mame Personalize | Find | View Al | &0 B First B 1 or1 B L ast

Last Hame FirstName Widdie Name Alternate Character Name
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Step Action

42. Select the Hire list option.

NOTE: If the candidate you are preparing for hire is a former employee, select
Rehire instead of Hire.

€ | @ https://devhiB53.gmis.in.gov/psp/hra1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL_ROOT OBJECTHC_ v C || B8~ Google PlB & & =
Favorites~ | Main Menu~ > Recriting ~ > Find Job Gpenings
Home | Workiist | AddtoFaverites | Sign out
ORACLE’

New Window | Help | Personalize Page =
Manage Applicant
Prepare For Hire

Laila Alyse

To initiate a hire, rehire, transfer, additional job assignment, orto add a contingent
worker assignment, s elect Save and Submit Requestto HR.

Prepare For H

Applic 071 Offer Accepted

Status LastUpdated: 101302014

Job Opening: 592458 @ Recruitment Associate

Job Opening Type: Standard Requisition

Position: 10065404 @ Human Resource Assoc4
Job Code [o02NAE HumanResource Assoc4
Compensation Rate: ~ [1027.000000

Business unit: 00070 State Personnel Department
Department 045004 SPD - Employment Admin Div
Start Date: 7R0Ns |5

Date Appiied: 1013012014

Appicant Type: External - New B
Type of Hire: Hire

Contract Number:

Appiicant ID:

Additional Hire Information

Hire Comments: (22

Cancel

Name Personaiize | Find | view | €0 8 pirst B 1 o1 B Last
javascript:submitAction_winO{document.win0,' HRS_HRE_INT_WRK_VALIDATE'); :ter Name:

Step Action

43. Click the Verify Employee ID link.

\erify Employee |D

44, Click the OK button in the pop-up message box.

NOTE: If the candidate you are preparing for hire is a former employee, click the
Carry ID button and then click Ok.

45, Click the Save & Submit Request to HR button.
| Save & Submit Requestto HR

46.
End of Procedure.

PFH: Internal Candidate

The process for preparing candidates for hire differs slightly for external and internal candidates.
This section details instructions for preparing internal candidates for hire.
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Procedure

501 8HC Request

Open Enroliment Elections s ov
Usage Monitoring

Change My Password Exter Eleclions

My Personalizations
My System Profile
My Dictionary

iy Feeds

Submita GMIS Issue

£1 SelfSenice >
Myleaming | oy manager sefisenice » || [important Information S ov
Strategic Hiing £ Recruting ,
& Workiorce Administration » SPD BENEFITS HOTLINE/ INFO
& Benenis ' 2016 Open Enroliment Website
Jou mustoy ) Compensation ’
Benefits Hotline: 7:30 a.m. to 5 p.m. Monday through Friday
,
& Time anaLabor 317-232-167 within Indianapolis area
3 Workforce Development » ||| 1-677-248-0007 tolfree outside Indianapolis
€1 Organizational Development » | Benefts Email
£ setUpHRMS * | Indiana State Police Employees
£3 Enterprise Gomponents » | 3172328275 within Incianapolis area
1-800-622-4995 tollfee outside Indianapolis
©1 Workist >
B9 Tree Manager » | Indiana Consenation Offcers
[ .| ForHealh, Dental and Vision only, Contact Pam Nelson at 3172324153
eporting Tools
©1 PeopleTools » | Indiana Excise Police Oficers
B e For Health, Dental and Vision only, contact Angie Wilis at 317-234-6521
B8
B
B8
B8
B
B8
B
B

ITS

2015 BEI [T
OPEN ENROLLMENT

OCT. 29 - NOV. 19,2014 (svnoones

N

Note: I you are using Intemet Explorer 6, you may receive an “Object Error”
message when selecting your Benefits. You should upgrade to Intemet Explorer
7 or higher.

Note: It is a violation of the Information Resource Use Agreement' to share your
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections made by

€ @ https://devhi853.gmis.in.gov/psp/hi91 qa/EMPLOVEE/ HRMS/h/tab=DEFAULT C || B~ Google
Favorites = | Main Menu~

Search Menu:
ORACL(| ®

Home

Plir B & A=

Workiist | Addto Favorites

Personalize Content | Layout

Sign out

2 Help

I

Step

Action

From the Main Menu, click the Recruiting link.

Fecruiting

NOTE: Candidates must be prepared for hire using these steps via the Manage
Applicants page of the posting. If other avenues are used (i.e. Find Applicants), HR
Data will not receive appropriate workflow to finalize the hire.

Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.

Click the Job Title link.

Recruitment
Associate
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Step

Action

Click on the Disposition for the selected candidate.
For this example, click the 069-Preliminary Offer Decided link.

NOTE: If the Disposition isn’t hyperlinked, click on the applicant’s name, find the
appropriate Job Opening and then click the Disposition.

069-Preliminary Offer
Decided

Click the triangle next to Edit Disposition Details to expand the section.

[E]

Click the Status Code drop down list.
| 069-Preliminary Offer Decided |

Find Job Openings

€ ) @ https: 3.gmis.in.gov/psp/hi9lq: RMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v C || B~ Google Al 3 A=
Favorites~ | Main Menu~ > Recniting ~ » Find Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

Help
Manage Applicant: Nicole Cloyd

Disposition Details: 069-Preliminary Offer Decided

Applicant Name:  Nicole Cloyd Date Entered:  10/15/2014
: 2649828

& Print Job Opening
Posting Title: Recruitment Assaciate Job Opening ID: 592458

Job Opening Status:  010-Open Job Type: Standard
Job Title: Human Re: soca Job Code: 002NAS
Position Number: 10065404 Human Resource Assoc 4
Business Unit: 00070 State Personnel Department

Status Reason:
Status Date:

Contract Number: 020-Applied Q

iew
Save Retumo| 069-Preliminary Offer Decided  |=
070-Offer
075-Preliminary Offer Notiied
076-Preliminary Offer Accepted
077-Preliminary Offer Rejected
078-Hire Decided
080-Ready o Hire
090-Hired
100-Hold
10-Not Selected
112 Failed Prescreenin g -

Step

Action

Select the 071 Offer Accepted option.

071 Offer Accepted
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. HRPMHRS JO_FIND_JOB.GBLTFolderPath=PORTAL ROOT OBIECTHC_v ||~ Google sl & &=

Message

Warning —New status entered s not a successor of the previous status. (1116,13008)

Th tatus entered is not consit successor ofthe. tatus. This can resultin out-of-sync statuses across the recruitment areas,

Step Action
10. Click the OK button in the error message.
11. Click the Save button.
12. Click the Return to Previous Page link.
[Return to Previous Page]
13. Click the Take Action drop down menu for the selected candidate.

|Seleu::t Action... |!]
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€ a s /psp/hi91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolcerPath=PORTAL ROOT_OBJECTHC_ v G Google. LB & &4 =
Favorites ~ | Main Menu~ > Recriting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Help
g 360
ning
P Recrutment Associate Job Opening ID: 592458
status 010-Open Job Type: Standarg
Human Resource Assoc & Job Code: 002NA4
Imber: 10085404 Human Resource Assoc 4,
it 00070 State Personnel Depariment

“Create New  Previous Job Opening |Next Job Opening |Job Opening List

pplicants || Find Applicants || Activity & Aiachments || Job Opening Details

ants Screen Applicants  Interview Schedule

picants
Al -
Personalize | Find | view Al |2 | First B 14 or B st
(Appéicant 0 Application Date~ ';:mi" Disposition Resume Application Veteran Review  LastUpdated “Take Action
10302014 External 10672014 —
Lalaayse  217sTE1 10302 e 071 Offer Accepted oera Select Action -
10152014 External N 10182014 ——m———
OceanBreeze 2782385 1152 e 050-Route A2 Seledt Action
01152014 External 10672014 —
Juliette Reese 2757142 101572 i 070-0ffer osr0 Select Ackion -
1010612014 110672014
Nicole Cloyd 2649628 g janps Employee 071 Offr Accepled s Select Adion =
- Add Applicantto New List
DeselectAll  *GroupAction: | Select Group Action. - [Go] Add Applicantto Saved List
= Change Appiicant Status
Create Inteniew Evaluaton
Forward Applican
biicants | find Appiicants | Actity & Attachments | Job Opening Details Link Applicantto
ants Screen Applicants — Interview Schedule Manage Applicant Checklists

Manage Intenviews
Pre-Employment Check

Create New  Previous Job Opening |Next Job Opening |Job Opening List

Prepare Job Offer
Print Application Details.
Reject Applicant

Send Correspondence
Withdraw From Hire

Step

Action

14.

Click the Prepare for Hire option.
[ Prepare For Hire

15.

magnifying glass look-up feature if available.

Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize the

Find Job Openings

€ a s fpsp/hi3Lqa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTA Al 3 A=

ROOT_OBJECTHC_ v C || B~ Goos

Favorites = | Main Menu= > Recriting ~ > Find Job Openings

Home | Workist | AddtoFavorites | Sign out
ORACLE"
New Window | Help | Personalize Page |
Manage Applicant
Prepare For Hire
Nicole Cloyd
To iniiate a hire, rehire, transfer, additional job assignment, o to add a contingent
worker assignment, s elect Save and Submit Requestto HR.
Prepare For Hire
Application Status: 071 Offer Accepted
Status LastUpdated:  10/1512014
Job Opening: 592458 Q  Recruitment Associate I
Job Opening Type: Standard Requisition
Position: 10065404 |@  Human Resource Assoc 4
Job Code: o0znAa Human Res ource Assoc 4
Compensation Rate: 0.000000
Business Unit 00070 State Personnel Department
Department: 045004 SPD - Employment Admin Div
Start Date: B
Date Applied: 1000612014
Applicant Type: Internal - Employee
Type of Hire: - Tl

Contract Number:
Applicant ID: 10000295875 Verify Employee ID

Employee ID notverified

Additional Hire Information

Hire Comments: ¢

Save & SubmitRequestto HR Cancel
Mame Personalize | Find | View Al | &0 | B First B 1 o7 1 B Last
Last Hame Firstame Widdie Name Alternate Character Name
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Step

Action

16.

Click the Magnifying Glass icon.

17.

10065656

For this example, select the 10065656 Position Number link.

18.

Enter the bi-weekly salary or hourly rate (whichever applies for the position).

19.

Enter the Start Date into the Start Date field or select it from the calendar.

20.

Click the drop down box for Type of Hire.

Internal - Employee

Manage Applicant
Prepare For Hire

Nicole Cloyd

To initiate a hire, rehire, transfer, additional job assignment, o to add a contingent
worker assignment, select Save and Submit Requestto HR.

Prepare For Hire

Application Status: 071 Offer Accepted
Status Last Updated: 10152014
Job Opening 592458 @ Recruitment Associate
Job Opening Type: Standard Requisiion
Position: 10065656 @ Human Resource Assoc 4
Job Code: o02nAa Human Resource Assoc &
‘Compensation Rate: 1027.000000
Business Unit: 00070 State Personnel Department
Department: 045004 SPD - Employment Admin Div
Start Date: nAeota |8
Date Applied: 10/06/2014
Applicant Type: Internal - Employee
Type o Hire: -
Contract Number
tire
Applicant ID: ployee ID

Employee ID notverified

Additional Hire Information

Hire Comments: ¢

Save & SubmitRequestto HR_| [ Cancel
Name Personalize | Find | View All | (1| B First I 1 of 4 B Last
Last lame First Name Middie Neme ___ Alternato Charactor Hlame

€ | @ hitps://devhias3 gmis.in.gov/psp qa/EMPLO RMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECT.HC_
Favorites~ | Main Menu~ > Recuiting ~ » Find Job Openings
ORACLE"

Find Job Openings

Pl B & A=

Home | Workist | AddtoFavortes | Sign out

New Window | Help | Personalize Page  +

I

Step

Action

21.

Choose Transfer.

I
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.in.gov/psp/hi9l qa/EMPLOVEE/HRMS/c/HRS_HRPM.HRS_JO_FIND_JOB.GBLFolderPath=PORTAL_ROOT_OBIECTHC. v G || [~ Google AeE & A=

Favorites— | Main Menu~ > Recruiting - > Find Job Openings
Home | Workiist | AddtoFavorites | Sign out

ORACLE’
New Window | Help | Personalize Page =

Manage Applicant
Prepare For Hire
Nicole Cloyd

Prepare For Hire

Application Status: 071 Offer Accepted
Status LastUpdated: 101512014
Job Opening: 692458 @ Recruitment Associate
Job Opening Type: Standard Requisition
Position: 10065656 @ Human Resource Assoc4
Job Code [00zNAs  HumanResource Assoc4
Compensation Rate: 1027.000000
Business Unit 00070 State Personnel Department
Department 045004 SPD - Employment Admin Div
Start Date: nATR01A |5
Date Appiied: 100622014
Appicant Type: Internal - Employee
Type of Hire: Transter N
Contract Number:
Appiicant ID: 10000295875 Verity Employee ID
Employes
Reason; Q

Additional Hire Information

Hire Comments: ¢

Cancel

Name Personaize | Find | Viewl | @1 8 First B 1 or1 B Lagt

Step

Action

22.

Click the Verify Employee ID link.
[Verify Employee 1D]

23.

Click the Carry ID button.

24.

Click the Return button.

25.

Enter the Reason for Transfer.

Click the Magnifying Glass icon.

26.

For this example, select the LSA (Lateral Transfer Same Agency) link.
[SA

27.

If any additional comments are necessary for HR Data to review prior to finalizing
the hire, you can list them here. Examples include: requests for additional PPAF
recipients (i.e. payroll), underfill notes with job code, etc.

28.

Ensure the following sections are complete and accurate before proceeding: First
Name, Last Name, National ID, all Address fields, and Date of Birth.

If any information is missing or inaccurate, contact the Talent Acquisition division.
If all information is complete and accurate, click the Save & Submit Request to

HR button.
| Save & Submit Reguest to HR |
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PFH: Withdraw from Ready to Hire

Once a candidate has been prepared for hire, he/she can be withdrawn from hire should this be
necessary due to error of any kind assuming the candidate still has the disposition of 080-Ready
to Hire. If the candidate has the disposition of 090-Hired, you must contact HR Data. This section
details instructions for withdrawing a candidate from 080-Ready to Hire.

Procedure

'Emp\ﬂyee—ﬁ:mg e b— E@%

O YT ——————y——————— (B ot Plie & 4=
Favorites = | | Main Menu~
Search Menu: Home | Workist | AddtoFawries | Sign out
ORACLI| ®
Personalize Content | Layout 2 Helj
C1 selfsenice > L 7 el
MyLeaming | 04 wanager seffsenice » || Important Information S ov

Strategic Hiing| £1  Re

Workforce Administration , SPD BENEFITS HOTLINE/ INFO
Benefits ’ en Enrollment Website
,

Gompensation

3

Benefits Hotline: 7:30 a.m. to 5 p.m. Monday through Friday
317-232-167 within Indianapolis area

1-877-248-0007 tollfee outside Indianapolis

Benefits Email

Time and Labor v

ant
SetUp HRMS " Indiana State P
317232827

1-800-622-4995 toll-free outside Indianapolis

Employe

Enterprise Companents

Worklist 3
Indiana Conservat tion Officers

Tree Manager
For Health, Dental and Vision only, Contact Pam Nelson at 317-2324193

Reporting Tools
Indiana Excise Police Oficers
For Health, Dental and Vision only, contact Angie Wills at 317-234-6521

PeopleTools

Careers

S0l SHC Request
Open Enroliment Elections S oy

Usage Monitoring

Enter Elections

Change My Password
My Personalizations

My System Profile

My Dictionary

My Feeds

Submita GMIS Issue

o o e o o e e e A R e R e el R A

OPEN ENROLLMENT
OCT. 29 - NOV. 19, 2014 @vnoonssn

Note: It is a violation of the Information Resource Use A
USERID or Password with ANYONE. Benefit elections made during Open
Enroliment with your logon credentials will be considered elections made by =

reement to share your

Step Action

1. From the Main Menu, click the Recruiting link.
Recruiting

2. Click the Find Job Openings link.
.j Find Job Openings

Enter the desired information into the Job Opening ID field.

Click the Search button.

Click the Job Title link.

Find the candidate that needs to be withdrawn from 080-Ready to Hire and click
the Take Action drop down list.

| Select Action... - |
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€ a /psp/hidlqa/EMPLOYEE/| /e/HRS_HRPM.HRS_JO_FIND_JOB.GBL?FolderPath=PORTAL ROOT_OBJECTHC_ v G e AeE & A=
Favorites ~ | Main Menu~ > Recriiting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Help

pening 360

Opening

ing Titte: Recruitment Ass ocite Job Opening ID: 592458
Opening Status: 010-Open Job Type: Standard
Title: Human Resource Assoc & Job Code: 002NAe

jtion Number: 10065404 Human Resource Assocé.

fmess unit: 00070 State Personnel Department

J#Create New  Previous Job Opening |Next Job Opening |Job Opening List

|anage Appiicants || Find Applicants | Activity & Attachments || Job Opening Details

I Applicants Screen Applicants  Interview Schedule
age Applicants

lay: Al -
licants personaize | Find |viewan | 2| 8 pirst B 14 ora B o
B o [m= isposition esume lication feteran eview s lates fake Action
et == 0 Appication Date~ PP Dispositi R Appiicat Vet 2 LastUpdated  “Take Acti
10202014 Exemal - 111062014 S
Laila Alyse 2175781 233PM Applicant 071 Offer Accepted B 01PN Select Action. -
1011512014 External . B 1011512014 SeledAdon <
OceanBreeze 2782365 1152 ey 050-Route B A = SelectAction
101152014 Extemal - 111062014 R
Juliette Reese 2757142 5:54PM Applicant 070-Offer B 10:47AM SelectAction. -
10/06/2014 11/06/2014
Nicole Cloyd 2649828 a44AM Employee 080-Ready to Hire 258PM Select Action.
ct All Deselect All *Group Action: Select Group Action. v | Go

age Applicants | Find Applicants | Activity & Attachments | Job Opening Details
Applicants  Screen Applicants  Interview Schedule

j#Create New  Previous Job Opening |Next Job Opening |Job Opening List

Withdraw From Hire

I

Find Job Openings

Action

Select the Withdraw From Hire option.
Withdraw From Hire

€a fosmiqa slue & 4=

q _ HRPM.HRS_JO_FIND_JOB.GBL7FolderPath=PORTAL ROOT OBJECTHC_ v G || [~ Google

Favorites ~ | Main Menu~ > Recriiting ~ > Find Job Openings
Home | Workist | AddtoFavorites | Sign out

ORACLE"

New Window | Help | Personalize Page
Manage Applicant: Nicole Cloyd

Withdraw from Hire

Applicant ID: 2649828
Withdraw from Hire

Status: 120-Witherawn
Status Date: 1062014 |5

Status Reason: .

| Submit || Cancel
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Step

Action

Click the Submit button.

This window is confirmation of a successful withdraw.

Click the Return to Previous Page link.
[Return to Previous Page

10.

End of Procedure.
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Appendices: Job Aids/Quick Step Guides

Appendix A: SHC Vacancy Request

Step Action

1. From the Main Menu, click the SOl SHC Request menu.
|5 soisHC Request
2. Click the Add button.
3. Select Vacancy from the Reason for Request drop down menu.

Enter the desired information into the Position Number Required field.

Press [Tab] to populate information.

To complete the SHC Vacancy request you must indicate if this position is
necessary for the operation of the agency.

Click Yes or No from the required list box.

[ ]

7. To complete the SHC Vacancy request you must indicate if this position provides
protection of life and property.

Click Yes or No from the required list box.

L -]

8. To complete the SHC Vacancy request you must indicate if this position generates
revenue.

Click Yes or No from the required list box.

[ [

9. Vacancy requests require the submission of a detailed narrative. Please be sure to
provide adequate information in your narration. If a position is showing an
incumbent in the PeopleSoft system, please include in your narration the date the
position became (or will become) vacant.

Provide a justification in the Comment field if any question was answered with
YES.
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Step Action

10. Please indicate the source of funding for the position. Multiple funding sources
may be indicated such as split funding between the General, Federal and Dedicated
funding sources. The source of funding would be provided by your controller. In
this instance, if the position had split funding between the General Fund and
Federal Fund, you would enter 16,874 into the General Fund Salary field and
16,874 into the Federal Fund Salary field.

Enter the desired information into the General Fund Salary field.

11. Press [Tab] to populate information.
12. Enter the desired information into the Telephone field.
13. In order to accurately service the needs of the agency it is essential that the

necessary documentation be included with EACH request. A Budget Impact
Statement is required for all transactions that involve a change in funds or fund
centers.

If the request will result in a change in your organizational structure, you will need
to provide an organizational chart showing the current structure and one with the
new proposed structure.

Above Minimum, Policy Exception, Salary Adjustment or Executive Hires require
the submission of a current application or resume.

Click the Add Attachment link.

14. Click the Browse... button to select the file to upload.
| Browse_ |
15. Select the document that needs to be attached to this request.

EJDI:I Description.pdf

16. Click the Open button.
[ Open |v

17. Click the Upload button.

18. Click the Job Opening Details tab to add posting information into the SHC
Vacancy request.
Job Opening Details]

19. Enter the desired information into the Posting Title field (i.e. working title). This
will be the title that is displayed on the job bank posting and the automated offer
letter. The Posting Title is required to submit the vacancy request.

20. Click the Maximize button to enlarge the Job Description field.

NOTE: Expanding your view is optional. You are welcome to enter information
in the small view without expanding the page.
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Step

Action

21.

Enter the Job Description (i.e. Purpose of Position/Summary) for the posting.

NOTE: Job descriptions should be an At-A-Glance view of the job. Please be as
brief as possible.

22.

After you have entered the job description you can select the Minimize button to
return to the Job Opening Details main page.

23.

Click the Maximize button to enlarge the Responsibilities field.

NOTE: This section is optional if it is an agency practice to list the essential duties
in the posting.

24.

Enter the Responsibilities (i.e. Essential Duties) for the posting.

25.

After you have entered the responsibilities you can select the Minimize button to
return to the Job Opening Details main page.

26.

Click the Maximize button to enlarge the Preferred Experience field.

27.

Review the auto-populated information in the Preferred Experience section and edit
if necessary.

NOTE: A Preferred Experience statement will not auto-populate for any job code
that does not have a standard statement stored in PeopleSoft (i.e. EXBB, formerly
non-merit job codes, etc). If you know what the manager would like to list as the
Preferred Experience statement, list it. If not, it can be listed when the job opening
is created. Contact the Talent Acquisition division with questions.

Click in the Preferred Experience text box and add any additional information.

28.

After you have reviewed and/or edited the information in this section, click the
Minimize Screen button.

29.

NOTE: Standard statements populate into the Benefits section (for full-time
regular positions only) and the Equal Employment Opportunity section. To add
additional information to either of these sections, repeat the steps listed above.

30.

Click the Add Recruiters link.

Enter the name of the agency recruiter or use the lookup feature to search for this
person. To add more than one Recruiter, repeat these steps.

NOTE: The Recruiter field is required to submit the vacancy request.
[#] Add Recruiters |
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Step Action

31. Enter the desired information into the field.

32. Press [Tab] to populate information.

33. Click the Add Hiring Managers link.

Enter the name of the hiring manager for this position or the individual that will be
tasked with creating the job bank posting. If necessary, utilize the lookup feature to
search for this person. The individual listed in this field must have Hiring Manager
access within PeopleSoft Talent Manager. To add more than one Hiring Manager,
repeat these steps.

[Add Hiring Managers]

34. Enter the desired information into the field.

35. Press [Tab] to populate information.

36. Click the Add Interested Parties link.

Enter the name of Interested Party or utilize the lookup feature to search for this
person. To add more than one Interested Party, repeat these steps.

NOTE: This field is optional and is best utilized for individuals that are not
required to create a job bank posting but will review applications via PeopleSoft or
will be a part of the interview team. To review applications, individuals must have
Hiring Manager access even if they are only listed as Interested Parties.

[4dd Interested Parties|

37. Enter the desired information into the field.

38. Press [Tab] to populate information.

39. Click the Save and Submit button.

NOTE: Once the vacancy request has been approved by the Strategic Hiring
Committee, the Originator and individuals listed as Recruiter(s), Hiring
Manager(s), and Interested Party(s) will receive appropriate workflow.

| Save and Submit |

40.

End of Procedure.

Appendix B: Create New Job Opening

Step Action

1. From the Main Menu, click the Recruiting link.
Fecruiting

2. Click the Create New Job Opening link.
[Create New Job Opening|

3. In the Business Unit Field, enter your agency Business Unit.

Page 97



Step Action

4. Press [Tab] to populate the information.

5. In the position field, enter the position number (PCN) for the vacancy.

NOTE: The position number must be approved by the Strategic Hiring Committee
(SHC).

6. Press [Tab].

Click the Continue button.

NOTE: Do note click ‘Save as Draft’ or ‘Save and Submit’ until after reviewing
the information provided within the Posting Info. tab.

8. Review the information on this page (Job Info tab). If you are posting more than
one position, click in the Target Openings field and enter the number of positions
to be associated to the requisition. If you are only posting one position, make no
changes to the Target Openings or Available Openings fields.

9. Tab out of the field. You will receive a warning message if head count is different
from position, click the OK button.

10. Scroll to the section titled positions and click the Add Positions link.

11. Click the Magnifying Glass icon.

12. In Position Number field enter the next position number that has been approved by
the Strategic Hiring Committee.

13. Click the Look Up button.

14. To add more position numbers follow these steps until all approved positions have
been added. Make sure the number in the Target Openings matches the number
of position numbers you have entered into the list.

If this is a field position, it may not have an associated Recruiting Location. To
add a Recruiting Location, click the Magnifying Glass icon to find an appropriate
location. No changes are necessary if there is already a Recruiting Location listed.

NOTE: Should you wish to add multiple recruiting locations (i.e. this position
covers a territory of numerous counties, etc) change the Openings to Fill from
Limited to Unlimited. Then under Recruiting Locations, click the Add Additional
Locations link and add as many locations as necessary.

15. OPTIONAL: At the bottom of the page, enter the name of the Employees Being
Replaced exactly as it is in PeopleSoft. Click the Magnifying Glass icon to search
by Employee ID if necessary.

16. Press [Tab] to populate the information.
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Step Action

17. Click the Next Step link.
Mext Step

18. Review the information on the Min Requirements page; however, make no
changes. Click the Next Step link.
Mext Step

19. At this time we are not using the competencies page. Click the Next Step link.
Mext Step

20. Click the link with the vacancy’s posting title found in the blue Job Postings
section. This Posting Title was entered when the vacancy request was submitted to
the Strategic Hiring Committee.

Click the Human Resources Generalist 2 - Benefits link.

NOTE: You must click the link before clicking 'Save as Draft' or 'Save and
Submit'. Otherwise, the posting information added during the vacancy request
process will not populate.

[Human Resources Generalist 2 - Benefits|

21. Review the information listed in the sections on this page: Posting Title, Equal
Employment Opportunity, Benefits, Preferred Experience, Responsibilities (if
listed), and Job Description. Edit as necessary; however, all full-time postings
should include each of these sections with the exception of Responsibilities. If no
Responsibilities are listed/ needed to be listed for this posting, you can remove this
blank section by clicking the trash can icon in the top right corner of the
Responsibilities section.

NOTE: All sections will default with a view of Internal and External meaning any
applicant can apply. Should you wish the posting to be viewed by only internal
State employees, change all sections to Internal Only. External Only is not
recommended. Internal applicants should always be given the opportunity to apply
to all positions.

NOTE: If nothing pre-populates on this page, this means that the position was
submitted to the Strategic Hiring Committee as something other than as a Vacancy
Request (i.e. reclassification, etc) or you’ve already clicked the ‘Save as Draft’ or
‘Save and Submit’ button. If your vacancy was submitted as something other than
as a Vacancy Request, you will need to build your posting from scratch. Contact
your recruiter for a quick step guide. If you had already clicked the ‘Save as Draft’
or ‘Save and Submit’ buttons, you will need to start over from step 1 of this Create
New Job Opening process.
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Step

Action

22.

If necessary you can add a section that isn’t listed. Typical uses of other Posting
Descriptions/Description Types:

Additional Comments- Use this if there is something out of the ordinary about the
job. For example, 'Successful candidate will be on call for 24 hours a day, three
days a week.'

Hire Salary- Use this if you have been authorized to hire above the minimum
salary.

Other Information- This field should only be an option for DNR and DOC per
agency practice.

To add a section that is not listed, click the Add Posting Descriptions link.
[4dd Posting Descriptions|

23.

Click the Visible list and select the option that matches the other sections.

24,

Click the Description Type list and select the appropriate option.

For this example, we will select Hire Salary and then add the additional
information into the Description Field.

25.

To add another section, repeat these steps. After you have reviewed and/or edited
all necessary posting information, scroll down to the Posting Destination section.

26.

Review the listed posting destinations and make any necessary changes. If no
changes are made, your job opening will be posted to both internal and external
candidates starting on the day the recruiter approves the posting and will expire
after 14 calendar days. If you would like to change the amount of time your job is
posted to the job bank, change the Posting Duration (Days) section to a more
appropriate number. Contact your agency Recruiter with questions.

NOTE: If you changed your Visible fields to Internal Only, you will need to delete
the line for External by clicking the Trash Can icon.

27.

Click the Preview button to review the posting as an applicant will view it.

Preview

28.

Review the information on this page and then click the Return to Previous
Page link
[Return to Previous Page]

29.

Click the OK button.

30.

Click the Next Step link.
Mext Step
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31.

If you serve as recruiter for your assigned agency, you are responsible for setting
up the screening criteria for each posting based on the preferred experience
statements and/or preferences of that hiring manager beginning with the
Education/Experience page.

For this posting example, the preferred experience statement is: Four (4) years
work experience in human resources management including: compensation;
benefits; employee relations; employment law; affirmative action; recruiting; or
human resource development and/or retail management; plant management; field
supervisory experience; or accredited college training in a related field.

In the Work Experience & Education section, each level of education has been
provided for you. Based on the preferred experience statement for this example,
education can be substituted for related work experience. The education to work
experience substitution equation is as follows:

Associates degree = 2 years of work experience

Bachelors degree = 4 years of work experience

Masters degree or higher = 6 years of work experience*

*Six years is the highest education substitution permitted even if the candidate
possesses a degree higher than a Master’s level degree.

Using this equation, enter the appropriate amount of work experience next to each
education level.

32.

In this example, if a candidate has listed an Associate’s degree as his highest level
of education, his related degree will substitute for two (2) years of related work
experience. This candidate should still possess at least two (2) years of work
experience to meet the preferred experience statement for our example. However,
as a reminder if a candidate doesn’t have the education and/or experience listed in
the preferred experience statement but the hiring manager feels the candidate
possesses the knowledge, skills and/or ability to perform the necessary functions of
the position and can justify the hiring decision should that become necessary, the
Talent Acquisition Division recommends that the hiring manager should be
allowed to consider this candidate for hire.

33.

No other changes should be made to the Education/Experience tab. If specific
educational degrees or professional licenses are required for the position,
appropriate screening questions should be added on the Screening tab.

34.

Click the Next Step link.
Mext Step
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Action

35. All Core SOI Screening Questions have been added and should not be deleted.
In an effort to provide a more qualified and streamlined applicant pool, it is
recommended that job specific screening questions be asked of each applicant. For
best results, add a job category question set or individual job specific screening
questions. For a full list of screening questions or to have questions and/or question
sets added to the database, contact the SPD Talent Acquisition division.
To add a question set, click the Load from Question Sets link.
|Load from Question Sets]

36. Select the Check Box to the left of any relevant question set you wish to add to
your posting.
For this example select the Human Resources checkbox.
]

37. Click the OK button.

38. To view the questions once added, click the View Answers link to the right of the
line that was added and then click Return.
Click the View Answers link.

39. Click the Return button.

40. To delete any unnecessary questions, click the Trash Can icon next to the
question.
|

41. To add individual job specific screening questions, click the Add Screening
Questions link.
|Add Screening Questions|

42. Click the Look up Question graphic to search for appropriate questions.

43. Change the Long Description drop down to Contains and then enter the
appropriate keywords into the blank field.

contains -
44, Click the Look Up button.
45, Review the options presented and then click the appropriate Question link to add

to posting.
NOTE: To add more individual screening questions, repeat these steps.
[Uniformed Svcs Empl & Reemp|
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46.

If you act as Recruiter for your assigned agency, you are responsible for setting up
the screening criteria for each posting based on the preferred experience statements
and/or preferences of that hiring manager. It is required that you set up Pre
Screening criteria; however Preliminary Screening is optional.

WARNING: If Pre Screening criteria are not set up, applicants will be unable to
successfully apply to the posting.

All applicants will be asked a set of Pre Screening questions prior to accessing the
complete State of Indiana application verifying each applicant is 18 years of age or
older and legally authorized to work in the United States. If an applicant answers
incorrectly to either question, that applicant will not be permitted to apply for that
position.

47.

Click the Pre Screening link.
Pre Screening

48.

Click the Set Default Values button. The checkmarks will populate in all of the
‘Use in Screening’ and ‘Required’ fields for both screening questions.
| Set Default Values |

49.

Click the OK button. This will save your Pre Screening criteria.
[ ok |

50.

As a reminder, it is recommended that job specific screening questions be asked of
each applicant and that the Preliminary Screening criteria be set up to better
streamline your applicant pool. By properly setting up the Preliminary Screening,
unqualified candidates can be eliminated from the applicant pool for review and
those that are the most qualified be assigned the highest point value.

In the Applicant Screening section, click the Preliminary link.
Preliminary

51.

Click the Set Default VValues button.

NOTE: Do not remove any of the default values. All items should be marked ‘used
in screening’ and the questions already marked as ‘Required’ should remain
pass/fail (i.e. preferred experience).

Set Default Values

52.

Check the Required box for the lowest level of education.

O

53.

If screening questions were added that should be pass/fail (i.e. applicants that
answer incorrectly will fail screening), check the ‘Required’ box for each of these
questions.

NOTE: Only questions with yes/no answer formats can be marked as Required. It
is not possible to fail applicants based on questions regarding proficiency or years
of experience or those that are open ended.

[
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54. If necessary, adjust the defaulted point values for any question. Those that answer
the questions you find most important correctly or with the best/highest option (i.e.
Expert proficiency or 10+ years of experience) will receive the highest screening
point value.
NOTE: A candidate’s point value cannot exceed 1000 points or screening will not
run properly. Pay close attention to the amount of screening questions added and
the points you are assigning to each.
To adjust the point values for any question, click the Edit Details link.
Edit Details

55. Adjust the point value appropriately.
Enter the desired information into the field.

56. Click the OK button.

57. Click the OK button .This will save your Preliminary screening criteria.
NOTE: At this time, we do not use Final Screening so the setup of this is
unnecessary.
[ ok |

58. Click the Next Step link.
Jext Step

59. Review the individuals listed on the Hiring Team page and make any necessary
changes.
Note: To add another Hiring Manager or Interested Party, click the Add Hiring
Manager (or Interested Parties) link and enter the appropriate name in the field or
use the Magnifying Glass icon to search. Individuals listed in the Hiring Manager
field must have appropriate access in PeopleSoft. Individuals listed as Interested
Party must have Hiring Manager access to be permitted to review posting or
application information.
[4dd Hiring Managers]

60. Click the Save & Submit button. Make note of the Job Opening ID at the top of
the page.
NOTE: Once you click Save & Submit, the individual listed as Recruiter will
receive workflow to review the posting and approve. Individuals listed as Hiring
Manager(s) and Interested Party(s) will receive workflow once the posting has been
approved and is posted to the job bank.

Save & Submit
61.

End of Procedure.
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Appendix C: Recruiter Review Posting

Step Action

1. From Main Menu, click the Recruiting link.

2. Click the Pending Approvals link.
NOTE: Another way to open the posting for review is to utilize the direct link in
the automated workflow message sent to the individual listed as ‘Recruiter’ on the
Hiring Team page of the posting. To use this link, you must be the recruiter and
must first be logged in to PeopleSoft HR.
[Pending Approvals|

3. Click the job title you wish to review.
If there is more than one Target Opening listed, ensure that there is an equal
amount of position numbers listed in the Positions section.
For example, if there are two Target Openings listed, there should be two position
numbers listed in the Positions section at the bottom of this page. If there is only
one position number listed in the Position section, contact the hiring manager or
human resources for this information and then add it before approving the posting.

5. Click the Posting Info. link.

6. Click the posting title. For this example, click the Human Resources Generalist 2
- Benefits link.
[Human Resources Generalist 2 - Benefits|

7. Each posting for a full-time, regular position must include:
-Equal Employment Opportunity statement
-Benefits statement
-Preferred Experience statement
-Job Description
Ensure the job description, preferred experience and responsibilities sections aren’t
too detailed. A job bank posting is meant to be an advertisement for the position.
While it should be an accurate representation, it should also be as concise as
possible.
NOTE: The benefits statement is not required in a part-time or intermittent
posting. Part-time positions offer reduced benefits; however, we do not have a pre-
populated statement for this. You are welcome to manually add a statement
referencing this.

8. Ensure that the “Visible’ fields for all Posting Descriptions match.
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9. The Preferred Experience statement should be a close match to the standard
preferred experience statement for that classification. Preferred experience
statements can be edited based on hiring managers preference; however, please
keep in mind that we still need to ensure consistent and fair hiring for all positions.
Adding knowledge, skills and abilities to the Preferred Experience section is
acceptable and recommended.

10. Ensure there are no misspellings or grammatical errors. To check for spelling
errors, click the spell-check icon.

11. Ensure that the Posting Destinations are appropriate for the position. Positions that
are more difficult to fill should be on the job bank for at least 14 days. For positions
that aren’t as difficult to fill, such as Clerical or Administrative Assistants, it is
recommended that you change the Posting Duration (Days) to 3 or 5 days.

12. Click the Preview button for a final review of posting information appearance.

Preview

13. Click the Return to Previous Page link.
[Return to Previous Page]

14. Click the OK button to get back to the main page.

15. Click the Education/Experience tab.
[Education/Experience]

16. As the agency/facility recruiter, you are responsible for setting up the screening
criteria for each posting based on the preferred experience statements and/or
preferences of that hiring manager beginning with the Education/Experience page.

For this posting example, the preferred experience statement is: Four (4) years
work experience in human resources management including: compensation;
benefits; employee relations; employment law; affirmative action; recruiting; or
human resource development and/or retail management; plant management; field
supervisory experience; or accredited college training in a related field.

In the Work Experience & Education section, each level of education has been
provided for you. Based on the preferred experience statement for this example,
education can be substituted for related work experience. The education to work
experience substitution equation is as follows:

Associates degree = 2 years of work experience

Bachelors degree = 4 years of work experience

Masters degree or higher =6 years of work experience*

*Six years is the highest education substitution permitted even if the candidate
possesses a degree higher than a Master’s level degree.

Using this equation, enter the appropriate amount of work experience next to each
education level.

Page 106



Step

Action

17.

In this example, if a candidate has listed an Associate’s degree as his highest level
of education, his related degree will substitute for two (2) years of related work
experience. This candidate should still possess at least two (2) years of work
experience to meet the preferred experience statement for our example. However,
as a reminder if a candidate doesn’t have the education and/or experience listed in
the preferred experience statement but the hiring manager feels the candidate
possesses the knowledge, skills and/or ability to perform the necessary functions of
the position and can justify the hiring decision should that become necessary, the
Talent Acquisition Division recommends that the hiring manager should be
allowed to consider this candidate for hire.

18.

No other changes should be made to the Education/Experience tab. If specific
educational degrees or professional licenses are required for the position,
appropriate screening questions should be added on the Screening tab.

19.

Click the Screening tab.

20.

All Core SOI Screening Questions have been added and should not be deleted.

In an effort to better streamline the applicant pool, it is recommended that job
specific screening questions be asked of each applicant. For best results, add a job
category question set or individual job specific screening questions. For a full list
of screening questions or to have questions and/or question sets added to the
database, contact the SPD Talent Acquisition division.

To add a question set, click the Load from Question Sets link.
|[#] Load from Question Sets |

21.

Select the Check Box to the left of any relevant question set you wish to add to
your posting.

For this example select the Human Resources checkbox.

O

22.

Click the OK button.

23.

To view the questions once added, click the View Answers link to the right of the
line that was added and then click Return.

Click the View Answers link.
Wiew Answers

24,

Click the Return button.

25.

To delete any unnecessary questions, click the Trash Can icon next to the
question.

]

26.

Click the OK button.
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217. To add individual job specific screening questions, click the Add Screening
Questions link.
[Add Screening Questions|

28. Click the Look up Question graphic to search for appropriate questions.
29. Change the Long Description drop down to Contains and then enter the

appropriate keywords into the blank field.

30. Click the Look Up button.

31. Review the options presented and then click the appropriate Question link to add
to posting.

NOTE: To add more individual screening questions, repeat these steps.
[Uniformed Svcs Empl & Reemp|

32. As the agency/facility recruiter, you are responsible for setting up the screening
criteria for each posting based on the preferred experience statements and/or
preferences of that hiring manager. It is required that you set up Pre Screening
criteria; however Preliminary Screening is optional.

WARNING: If Pre Screening criteria are not set up, applicants will be unable to
successfully apply to the posting.

All applicants will be asked a set of Pre Screening questions prior to accessing the
complete State of Indiana application verifying each applicant is 18 years of age or
older and legally authorized to work in the United States. If an applicant answers
incorrectly to either question, that applicant will not be permitted to apply for that
position.

Scroll to the Applicant Screening section below.

33. Click the Pre Screening link.
Pre Screening

34. Click the Set Default VValues button. The checkmarks will populate in all of the
‘Use in Screening’ and ‘Required’ fields for both screening questions.
| Set Default Values |

35. Click Ok. This will save your Pre Screening criteria.
OK
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36.

As a reminder, it is recommended that job specific screening questions be asked of
each applicant and that the Preliminary Screening criteria be set up to better
streamline your applicant pool. By properly setting up the Preliminary Screening,
unqualified candidates can be eliminated from the applicant pool for review and
those that are the most qualified be assigned the highest point value.

In the Applicant Screening section, click the Preliminary link.

Preliminary

37.

Click the Set Default Values button.

NOTE: Do not remove any of the default values. All items should be marked ‘used
in screening’ and the questions already marked as ‘Required’ should remain
ass/fail (i.e. preferred experience).

Set Default Values

38.

Check the Required box for the lowest level of education.

[

39.

If screening questions were added that should be pass/fail (i.e. applicants that
answer incorrectly will fail screening), check the ‘Required’ box for each of these
guestions.

NOTE: Only questions with yes/no answer formats can be marked as Required. It
is not possible to fail applicants based on questions regarding proficiency or years
of experience or those that are open ended.

O

40.

If necessary, adjust the defaulted point values for any question. Those that answer
the questions you find most important correctly or with the best/highest option (i.e.
Expert proficiency or 10+ years of experience) will receive the highest screening
point value.

NOTE: A candidate’s point value cannot exceed 1000 points or screening will not
run properly. Pay close attention to the amount of screening questions added and
the points you are assigning to each.

To adjust the point values for any question, click the Edit Details link.
Edit Details

41.

Adjust the point value appropriately.

42.

Enter the desired information into the field. Enter a valid value e.g. "25".

43.

Click the OK button.

44,

Click the OK button .This will save your Preliminary screening criteria.

NOTE: At this time, we do not use Final Screening so the setup of this is
unnecessary.

OK

Page 109



Step Action
45, Click the Hiring Team tab.
Hiring Team

46. Ensure there are appropriate individuals listed in the Recruiter field and Hiring
Manager field. Make any necessary changes as appropriate and then click
the Approvals tab.

47. Once you’ve reviewed all posting information, click the Approve button or the
Deny button as appropriate. Workflow will be sent to the hiring manager either
way.

48. End of Procedure.

Appendix D: Screen/Route Applicants

Step Action

1. From Main Menu, click the Recruiting link.
Recruiting
2. Click the Find Job Openings link.

[Find Job Openings|

Enter the desired information into the Job Opening ID field.

Click the Search button.

5. Click the Job Title link.
Recruitment
Associate

6. Click the Screen Applicants link.

Screen Applicants

7. Click the View Screening Results link.
[View Screening Results|

8. In an effort to provide hiring managers with the most qualified and streamlined
applicant pool for review, it is recommended to route the top 25 applicants based
on screening points. The points are derived from the screening criterion that was set
by the recruiter and how the applicants answered each screening question. If
necessary, sort the applicant list by points by clicking the Points Column Header
which will put all applicants in order from highest point value to lowest point
value.

Click the Points Column Header to sort.
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9. Then select the top 25 applicants, if applicable, that passed screening by placing a
check in the box to the left of each name.

Click the Checkbox option next to the applicant's name.

O

10. Click the Route Applicant link.

11. Insert the name of the hiring manager into the ‘Route To’ field.

NOTE: You can route to multiple hiring managers by clicking the ‘plus’ sign and
then inserting the additional name.

12. Click the Submit button. This will generate two (2) sets of automated workflow
messages via email to the hiring team.

13. This is an example of one of the automated workflow messages which contains the
list of routed applicants and a PDF attachment. The attachment contains the
employment applications of each candidate routed by the Recruiter. Open the
attachment to review the applications.

Double-click the PDF Document attachment in the email.
LI SOIETO0L pdf (31 KE)

14. This is an example of the other automated workflow message which contains a
spreadsheet listing all candidates that successfully submitted their application,
whether they passed or failed screening, and their associated screening points. This
email also details instructions regarding reviewing applications based on preferred
experience and veterans’ preference.

Double-click the Excel File attachment in the email.
i34 ScrRslts_592457_2014-11-05_15.34.10.000000.csv (368 E)

15. Click the Open button.
| Open |

16. For your convenience, this spreadsheet contains the names of the applicants that
passed screening, their associated screening points based on how they answered the
screening questions, whether they are an internal state employee or an external
applicant as well as their email address. You are welcome to sort and format this
list if necessary.

NOTE: An ‘X’ in the Review field means that the applicant indicated that they
have been arrested or convicted of a crime that hasn't been expunged or sealed by a
court. You can view the information they listed in the conviction section via their
application or from the Manage Applicants page of the posting.

17. End of Procedure.
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Step Action

1. From the Main Menu, click the Reporting Tools link.

2. Click in the SOl XML Reports field.

3. Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports|

4. Click the Application Print menu.

5. Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run
Control ID by clicking the Add a New Value tab, enter any word and then click

Add.

6. Click the Search button.

7. In the Search Criteria section, choose Job Opening ID in the Search Type drop
down box.

Click the Search Type list.

| x |

8. Click the Job Opening ID value.
Job Opening ID
9. Enter the Job Opening ID in the Search Value box.
10. Click the Search button.
| Search |
11. The applicants that are associated with this particular job opening ID appear in the

Search Results field.

In the Applicant Print List, click in the box to the left of any applicant names that
you do not want processed in this report as candidates selected for previous reports
will remain in the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to
remove.

[

12. Click the Delete Selected button.
| Delete Selected |

13. In the Search Results section, click the Checkbox next to the names of the
applicants you wish to review in your report.
]
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14, Click the Add Selected button.
Add Selected |

15. The applicant names that have been selected will now appear in the 'Application
Print List'.

Click the Run button.

16. Ensure the *Type field shows 'Web' and *Format field shows 'PDF'.

Click the OK button.

[ ox |

17. Click the Process Monitor link.
Process Monitor

18. Click the Refresh button until you see 'Success' in the Run Status column and
'Posted’ in the Distribution Status column.
| Refresh |

19. When the status shows 'Success' and 'Posted’ click the Details link.
Dietails

20. Click the View Log/Trace link.
Jiew Log/Trace

21, Select the File List Name ending in ".pdf" to review the application in the report.
SOIBT001.pd

22. A new window will open with the PDF report containing the selected candidate
applications.

23. Answers to open ended questions will also appear on the applications.

24. End of Procedure.

Appendix F: Application Report by Applicant ID

Step Action

1. From the Main Menu, click the Reporting Tools link.
Reporting Tools

2. Click in the SOl XML Reports field.

3. Click in the Recruiting XMLP Reports field.

[Recruiting XMLP Reports|

4. Click the Application Print menu.
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Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run
Control ID by clicking the Add a New Value tab, enter any word and then click
Add.

Click the Search button.

In the Search Criteria section, choose Person ID in the Search Type drop down box.

Click the Search Type list.

| x |

Click the Person ID value.

Enter the Person ID in the Search Value box.

10.

Click the Search button.
| Search |

11.

The applications that are associated with this particular applicant ID appear in the
Search Results field.

In the Applicant Print List, click in the box to the left of any applicant names that
you do not want processed in this report as applications selected for previous
reports will remain in the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to
remove.

=

12.

Click the Delete Selected button.
| Delete Selected |

13.

In the Search Results section, click the Checkbox for the profile sequence you
want to run.

NOTE: The highest profile sequence is the most recent application submitted. To
sort the results, click the Profile Sequence column header.

O

14.

Click the Add Selected button.
| Add Selected |

15.

The selected application(s) will appear in the 'Application Print List'".

Click the Run button.
Run
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16. Ensure the Type field shows ‘Web’ and the Format field shows ‘PDF’.

Click the OK button.

17. Click the Process Monitor link.
Process Monitor

18. Click the Refresh button until you see 'Success' in the Run Status column and
'Posted' in the Distribution Status column.
| Refresh |

19. When the status shows 'Success' and 'Posted' click the Details link.
Details

20. Click the View Log/Trace link.

21. Click the File List Name ending in ".pdf" to review the application in the report.

SOIBTO01. pdi

22. A new window will open with the PDF report containing the selected candidate
application(s).

NOTE: Answers to open ended questions will also appear on the application.

23. End of Procedure.

Appendix G: Manage Applicants Page

Step Action

1. From the main menu, click the Recruiting link.
2. Click the Browse Job Openings menu.

[Browse Job Openings|

3. Click the appropriate Posting Title.

Human Resources
Generalist 2 - Benefits

4. The Applicant Status column denotes whether an applicant is a current state of
Indiana employee or is an external applicant.
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5. The Disposition column indicates where the applicant is in the process:

Draft: Applicant hasn't successfully applied to the position. Applicants in draft will
not go through the automated screening process.

Applied: Applicant has successfully applied for the position.

Route: Applicants have been sent to the hiring manager for review.

Failed Prescreening: Applicant answered at least one of the prescreen questions
incorrectly and was not permitted to submit an application for this position.

6. If there is an icon in the Resume column, the candidate supplied a resume with this
application. Resumes are optional for the candidate to provide and should be
reviewed in conjunction with the employment application.

Click the Resume icon to view the resume.

7. For vacancies in a classified position, the hiring manager is required to interview at
least one veteran that meets the preferred experience for the position if the veteran
has attached his/her DD214. Hiring managers can quickly see which candidates to
consider by using the Veteran and Application columns. Applicants with a “Yes” in
the Veteran column have indicated they are an honorably separated veteran.

8. To verify whether or not a candidate attached a DD214 as instructed for veteran
preference consideration, click the Application graphic.
9. Scroll to the Attachment section to verify that a DD214 has been attached by the

applicant. Should you need to review the DD214 or any other attachment included
by the applicant, contact your recruiter.

NOTE: Information on this page is limited to individuals with recruiter access.

10. An icon in the Former Employee column indicates that the applicant is a former
employee and denotes whether or not that candidate is eligible for rehire.

The blue person icon indicates that this former employee left under favorable
conditions and is considered eligible for rehire.

The yellow caution icon indicates that the former employee did not leave under
favorable conditions and is not eligible for rehire with the agency from which
he/she left. Should you wish to consider this person for your position, contact your
Human Resources department for further clarification.

11. If you see a Caution icon in the Review Column this means that the applicant
indicated that they have been arrested or convicted of a crime that hasn't been
expunged or sealed by a court.

12. Click the Caution Icon graphic to review the details of the arrest or conviction as
listed by the applicant. Then click the Return button.

13. To find contact details for a specific applicant, click the Applicant Name.
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14.

The contact information for the candidate can be reviewed at the top of this page.
To return to the full list of applicants, click the Applicant List link.

Applicant List

15.

End of Procedure.

Appendix

H: Applicant Data Page

Step

Action

1.

From the Main Menu, click in the Recruiting field.
Recruiting

Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.
{ Search |

Click the appropriate Posting Title.
Human Resources
Generalist 2 -
Benefits

Click the name of the appropriate candidate.

Laila Alyse

Click the Applicant Data link.

Find the appropriate Job Opening(s) and click the Application graphic.

=]

From this page, you can view the candidate’s
- resume and attachment(s) if included
guestionnaire results

prior conviction information

employment details

license details (if applicable)

NOTE: Individuals with Recruiter access can open attachments, if applicable, by
clicking the title of the attachment.

10.

Scroll to the Job Openings section to view the questionnaire.

11.

Click the View Questionnaire link.
[View Questionnairg|

12.

Review the questions and responses and then click the Return to Previous
Page link.
[Return to Previous Page]
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13. Scroll down to the Prior Conviction Information section to review any applicable
information listed there.

14. Scroll down to the Work Experience section to review information.

15. Click the Edit Employment History for any employer listed to review the
employment details listed by the candidate.
[Edit Employment History

16. Click the Cancel button to return.

Cancel

17. Scroll to the Highest Education Level to review this information.

If applicable, scroll to the Degrees section and
click the Degree link to review the detail listed by the applicant.

18. Click the Cancel button to return.

Cancel

19. If applicable, scroll to the Licenses and Certifications section.

20. Click the Licenses and Certifications link to review the detail provided by the
candidate and click the cancel button to return.

21. Once you've reviewed the detail in each section as necessary, scroll to the bottom
of the page to return to Applicant Data.

22. Click the Return to Previous Page link.
[Return to Previous Page]

23. End of Procedure.

Appendix I: Manage Interview Schedule

Step Action

1. From the Main Menu, click the Recruiting link.
2. Click the Browse Job Openings list item.

=| Browse Job Openings

Locate the appropriate Job Opening and click the title.

Click the Checkbox next to each applicant you plan to interview.

NOTE: Applicants should be notified of an interview via phone conversation.
The steps in this module are simply confirming in PeopleSoft what has already
been confirmed via phone with each candidate.

5. Click the drop down box for Group Action.
| Select Group Action... - |
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6. Click the Manage Interviews list item.
iansge Infeniews |

7. Click the Go button.

8. Click the Expand section button. This is located next to the applicant's hame.
(]

9. Click the Expand section button next to Interview 1.
[E]

10. Click the Interview Type drop down menu.

| -

11. Click the Inhouse 1 list item.

Inhouse1 |
12. Enter the desired information into the Date field.
13. Enter the desired information into the Start Time field.

14. Tab out of the field. Press [Tab].

15. Enter the desired information into the End Time field.

16. Tab out of the field. Press [Tab].

17. The employee ID of the Recruiter defaults in this field. Click the Trash Can icon
to delete this person.

(@]

18. Click the OK button.

19. Enter your Employee 1D number into the Interviewer ID field.

NOTE: To add another interviewer, click the Add Interviewer link and enter the
Employee ID number of the additional interviewer. Complete these steps for each
additional member of the interview team.

20. If you added more than one applicant to this process, scroll to the next candidate's
name and repeat the steps above with appropriate interview information.
21. Once all information has been added for each candidate, click the Submit button.

22.

End of Procedure.

Appendix J: Create Interview Evaluation

Step Action

1. From the Main Menu, click the Recruiting link.
Recruiting
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2. Click the Browse Job Openings menu.
[Browse Job Openings|

Locate the appropriate Job Opening and click on the title.

Click the Checkbox next to the appropriate candidate(s).

5. If you only need to enter an interview evaluation for one candidate, select that
candidate’s checkbox, click the Select Action drop down menu in the Take Action
column for that candidate and select Create Interview Evaluation.

For this example, click the drop down box for Group Action.

| Select Group Action... - |
6. Click the Create Interview Evaluations list item.
7. Click the Go button.
8. Click the Interview Type drop down menu.
IE |
9. |Click the Inhouse 1 list item.
dnhousel |
10. For each list item in the Interview Rating column, choose the rating that reflects

the applicant's response to each corresponding interview question.

NOTE: A numeric score will populate based on the interview rating chosen.

| i |

11. Click Average from the drop down menu.
verage
12. For each list item, enter objective comments by clicking the Comments icon.
13. Example for comments in the Communication Skills list item: "Candidate's speech

was clear and concise. She discussed several projects that directly related to her
written and verbal communication skills."

14. Click the Spell Check Comment icon and make any necessary corrections.

]

15. Click the OK button.

16. Click the Ok button.
K

17. If you have additional objective comments regarding the overall interview, enter
them into the General Comments field.
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18. Click the Overall Rating field drop down menu button. Choose the rating which
best represents the overall interview evaluation.

| - |

19. Click the Recommendation field drop down menu button. Choose the
recommendation that represents the overall interview evaluation.

| |~

20. Do not click the Submit Evaluation button. As previously noted, interview
evaluations become part of the applicant file and thus part of public record. If you
click Submit, we are unable to edit this information if it becomes necessary.

Instead, click the Save button once the evaluation has been entered.
NOTE: There is no need to submit the final evaluation even after the final

candidate has begun employment. Saving the evaluation is a sufficient final step in
this process.

Save

21. End of Procedure.

Appendix K: Initiate Background Check

Step Action

1. From the Main Menu, click the Recruiting link.

2. Click the Find Job Openings link.
[Find Job Openings
Enter the desired information into the Job Opening ID field.

4. Click the Search button.

5. Click the Job Title link.
Recruitment
Associate

6. Click on the Disposition of the applicant selected for a background check. If the
Disposition isn’t an active hyperlink, click on the applicant’s name.

7. Click the triangle next to Edit Disposition Details to expand the section.
]

8. Click the Status Code drop down list.
| 050-Route - |

9. Select the 069-Preliminary Offer Decided option.
[069-Prefiminary Ofer Decided
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10.

Click the Status Reason list and select the appropriate background check package.

| -

11.

Select the appropriate background check package per agency business practice.
Packages include:

Free Basic Check - Sex Offender Registry State & National, BMV Driver’s
License Check, Limited Criminal History, and Dept of Revenue check

Barada Only — Social Security Trace, Criminal County Court Record, and
Criminal National Database

Barada + Free Basic Check — Combines all services listed above

Note: If a credit check is required, email Barada to add this service
customerservice@baradainc.com

For this example, click the Barada + Free Basic Checks list item.

Barada + Free Basic Checks

12.

Click the Save button.

Save

13.

A workflow message will be sent to the candidate requesting they complete the
Background Check Release form. The employees listed on the requisition under
‘Created By’, ‘Recruiter’, all ‘Hiring Managers’ and the initiator of the request will
be blind copied on the workflow message.

14.

Note: If the candidate’s email address is invalid Barada will notify us. If this is the
case, please contact the candidate and update the email address in their applicant
profile in the ‘Applicant Data’ tab, under ‘Contact’.

The workflow will need to be resent through PeopleSoft by changing the applicant
back to ‘050-Route’ or ‘020-Applied’ status, which will result in a warning box,
please ignore. Then complete these steps again to put back into ‘069-Preliminary
Offer Accepted’ status.

15.

The results for the Background Check verification process will be sent to the
assigned email account(s) currently listed for the respective agency with Barada. If
the agency designee(s) needs to be updated or for questions please contact the State
Personnel Department Talent Acquisition Division, jobs@spd.in.gov or 1-855-
SPD-INHR #2.

Click the Return to Previous Page link.
[Return to Previous Page]

16.

End of Procedure.
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Appendix L: Create/Send Offer Letter

Step Action

1. From the Main Menu, click the Recruiting link.
2. Click the Find Job Openings link.

[Find Job Openings)

Enter the desired information into the Job Opening ID field.

Click the Search button.

5. Click on the Job Title.
Recruitment
Associate
6. Scroll over to view the Take Action column next to the offer letter recipient.
Click on the Take Action list.
| Select Action... -|
8. Click the Prepare Job Offer list item.
Prepare Job Offer
9. All sections on this page must be complete. Most information will auto-populate

based on the vacant PCN. Verify the accuracy of the Position Number and
Reports To sections. If necessary, manually update these sections or utilize the
magnifying glass lookup feature to find the appropriate information.

Note: The Reports To: field must have an employee ID listed. Anyone with Hiring
Manager access can be added to the Reports To: field. Typically, the individual
listed in this field will be the direct supervisor for this position. However, for SPD,
DCS and any agency defaulting to the SPD 00070 offer letter templates, please
note that the name entered in the Reports To: field will be the signature in the
letter.

Note: If your agency designed an offer letter template that references the email
address of a specific hiring manager, the email address that will populate will be
that of the individual listed as the ‘primary’ Hiring Manager on the Hiring Team
page of the job bank posting. If the email address should be different, change the
primary hiring manager on the posting before completing the offer letter.

Once the Position Number and Reports To fields have been verified for accuracy,
enter the Desired State Date, which is the candidate’s first day of work and/or
effective date.
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10. The Offer Date is the creation date of the offer letter, which will auto-populate.
The *Status box should remain 010-Extend.

Scroll down to view additional information.

11. Select the appropriate letter for the type of offer being extended (i.e. New Hire,
Promotion, Transfer, PT/Intermittent, etc). The number of offer letter templates
will vary by agency. The templates were designed by each agency/facility and can
be updated as needed by the Talent Acquisition division.

Examples:

New Hires at IGC = IGC_Offer_Letter
Intermittent/PT = INT_PT

Promotion = Promo

Transfer = Trans or Transfer

External New Hire = External_Hire
Job Reclassification = Job_Reclass
Lateral Transfer = Lateral_Transfer
Transfer Same $ = Transfer_Same_Sal
Voluntary Demotion = Vol_Demotion

Click the Letter drop down list.

| i |

12. Select the frequency of pay under Component drop down list.

| -

13. Enter the bi-weekly or hourly compensation offered in *Offer Amount box.

Note: The frequency of pay does not pull into the letter, only the offer amount.

14. Click the Submit button.

Note: You can also click ‘Save for Later’ if you aren’t ready to complete the
transaction at this point. Directions to complete a draft are detailed later in the
training.

15. Once submitted, click on the Generate Letter and Email Offer link under Offer
Letter.

[Generate Letter and Email Offer]
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Step Action

16. You will be directed to a new page where you will build the content of the email
that will be sent to the candidate. From this page, you can preview the offer letter
created, add/delete attachments, and enter the email subject and text.

Email addresses that pre-populate are ‘Display’ only.

Enter email Subject and Message text as this information does not pre-populate.
Click in the *Subject field to enter a subject line for the offer letter. Next you will
want to add content into the Message field. The email text should incorporate

information that could not be included in the design of the offer letter such as
Onboarding room location, 2nd day instructions, etc.

17. If changes are necessary to the offer letter, you must cancel the transaction and
Prepare Job Offer again with updated information. It is not recommended to
make/save the changes and then send the manually updated letter within Outlook as
there would be no PeopleSoft record of this transaction.

Click the .rtf link in the attachment section to review the Offer Letter created.
[2014-11-13-15.31.49.0000006131HRS_OFF_LET.rf

18. If appropriate, you can also add and delete attachments. Examples of appropriate
attachments: campus map, parking facilities, finger printing directions, 2nd day
directions, etc.

19. Click the Preview button to review the email content.

Preview

20. Click the Return button.

21. Click the Send button once complete. This will initiate the automated email
including the offer letter, all attachments, and email text to the candidate and
recipients listed in the CC and BCC lines. The email you receive serves as a
confirmation that the offer letter was sent successfully.

22. If necessary, you can review the offer letter history, access a copy of a sent letter,
edit an offer letter ‘saved for later’ in draft status, or delete a saved/draft offer letter
from the Manage Applicants page of the posting.

Click the Return to Previous Page link.
[Return to Previous Page]

23. To view the offer letter that was created/sent:
Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided).

For this example, click the 069-Preliminary Offer Decided link next to Laila
Alyse.

069-Preliminary Offer
Decided

Page 125



Step Action

24, Click on the Letter icon in the Disposition History section.
25. Click the OK button to view the word document.

0K
26. Review this document and click the Close button when done.

217. Click the Return to Previous Page link.
[Feturn to Previous Page|

28. To complete an offer letter that you Saved for Later:
Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided).

For this example, click the 050-Route link next to the selected candidate's name.

29. Click the Offer link in the Disposition History section.
30. This will bring up the Offer details page for you to verify information, make any

changes and then finalize the process as described.

Click the Return to Previous Page link.
[Return to Previous Page]

31. To Delete an offer:
Click the candidate’s disposition (i.e. Applied, Route, Preliminary Offer Decided,
Offer).

For this example, click the 050-Route link next to the selected candidate's name.

050-Route

32. Scroll to the Disposition History section.

33. Click the Offer link in the Disposition History section.

34. Click the Delete Offer button.

Note: The ‘Delete Offer’ option should be used for offer letters in ‘draft’ status
only.

Delete Offer

35. Click the OK button.

36. Click the Return to Previous Page link.
[Return to Previous Page]

37. End of Procedure.
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Appendix M: PFH: External Candidate

Step

Action

1.

From the Main Menu, click the Recruiting link.

NOTE: Candidates must be prepared for hire using these steps via the Manage
Applicants page of the posting. If other avenues are used (i.e. Find Applicants), HR
Data will not receive appropriate workflow to finalize the hire.

Fecruiting

Click the Find Job Openings link.
[Find Job Openings)|

Enter the desired information into the Job Opening ID field.

Click the Search button.

Click the Job Title link.

Click on the Disposition for the selected candidate.
For this example, click the 069-Preliminary Offer Decided link.

NOTE: If the Disposition isn’t hyperlinked, click on the applicant’s name, find the
appropriate Job Opening and then click the Disposition.

0G9-Preliminary Offer
Decided

Scroll down to view the Disposition Details.

Click the triangle next to Edit Disposition Details to expand the section.

Fl

Scroll down to view the details.

10.

Click the Status Code drop down list.
| 069-Preliminary Offer Decided vl

11.

Select the 071 Offer Accepted option.
(071 OfferAccepted |

12.

Click the OK button in the error message.

13.

Click the Save button.

Save

14.

Click the Return to Previous Page link.
[Return to Previous Page]

15.

Click the Take Action drop down menu for the selected candidate.
| Select Action... |
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Action

16.

Click the Prepare for Hire option.

Prepare For Hire

17.

Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize
the magnifying glass look-up feature if available.

18.

Enter the bi-weekly salary or hourly rate (whichever applies for the position).

19.

Enter the Start Date into the Start Date field or select it from the calendar.

20.

Click the drop down box for Type of Hire.

| x |

21.

Choose Hire.

NOTE: If the candidate you are preparing for hire is a former employee, select
Rehire instead of Hire.

22.

Click the Verify Employee ID link.

Verify Employee 1D

23.

Click the OK button in the pop-up message box.

NOTE: If the candidate you are preparing for hire is a former employee, click the
Carry ID button and then click Return.

24,

If any additional comments are necessary for HR Data to review prior to finalizing
the hire, you can list them here. Examples include: requests for additional PPAF
recipients (i.e. payroll), underfill notes with job code, etc.

25.

Scroll down to ensure the following sections are complete and accurate before
proceeding: First Name, Last Name, National ID, all Address fields, and Date of
Birth.

If all information is complete and accurate, click the Save & Submit Request to
HR button. This completes the Prepare for Hire — External Candidate process.
However, if any information is missing you will receive an error message notifying
you to add this before you can proceed with finalizing the Prepare for Hire
process.

26.

The following steps provide instruction for updating these sections if necessary.

Click the Save & Submit Request to HR button to review the error message.
Save & Submit Requestto HR |

217.

In this example, the county is missing from the Address section.

Review the error message and then click the OK button.
OK
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Step Action

28. Click the Cancel button.

Cancel

29. From the Manage Applicants page, click on the applicant’s name.

For this example, click the Laila Alyse link.
Laila Alyse

30. Click the Applicant Data tab.

31. If the Date of Birth or National ID (social security number) was missing, click the
Eligibility & ldentity link and enter information in the appropriate sections. Then
click the Save icon.

If the first name, last name or any part of the address was missing click the
Contact link and enter the information in the appropriate sections. The County is
missing from our example.

Click the Contact link.

32. Select the appropriate County from the County drop down list.

-

33. For this example, select Marion county.

Marion |

34. Click the Save icon.
5]

35. Once all information has been entered, click the Applicant List to return to the
Manage Applicants page.
Applicant List

36. Click the Take action drop down menu for the selected candidate.
| Select Action... - |
37. Select the Prepare for Hire list item.

Prepare For Hire

38. Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize
the magnifying glass look-up feature if available.

39. Enter the bi-weekly salary or hourly rate (whichever applies for the position).

40. Enter the Start Date into the Start Date field or select it from the calendar.

41. Click the Type of Hire drop down list.

-
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Step Action

42. Select the Hire list option.

NOTE: If the candidate you are preparing for hire is a former employee, select
Rehire instead of Hire.

e

43. Click the Verify Employee ID link.

Jerify Employee |D

44, Click the OK button in the pop-up message box.

NOTE: If the candidate you are preparing for hire is a former employee, click the
Carry ID button and then click Ok.

45, Click the Save & Submit Request to HR button.
| Save & Submit Requestto HR |

46. End of Procedure.

Appendix N: PFH: Internal Candidate

Step Action

1. From the Main Menu, click the Recruiting link.

NOTE: Candidates must be prepared for hire using these steps via the Manage
Applicants page of the posting. If other avenues are used (i.e. Find Applicants), HR
Data will not receive appropriate workflow to finalize the hire.

Recruiting

2. Click the Find Job Openings link.
[Find Job Openings)

Enter the desired information into the Job Opening ID field.

4, Click the Search button.

Click the Job Title link.

Click on the Disposition for the selected candidate.
For this example, click the 069-Preliminary Offer Decided link.

NOTE: If the Disposition isn’t hyperlinked, click on the applicant’s name, find the
appropriate Job Opening and then click the Disposition.

069-Preliminary Offer
Decided

7. Click the triangle next to Edit Disposition Details to expand the section.

[E]
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Step

Action

8. Click the Status Code drop down list.
| 069-Preliminary Offer Decided |
9. Select the 071 Offer Accepted option.
10. Click the OK button in the error message.
11. Click the Save button.
12. Click the Return to Previous Page link.
[Return to Previous Page|
13. Click the Take Action drop down menu for the selected candidate.
| Select Action... ||
14. Click thg Prepare for Hire option.
[PrepareForkie |
15. Verify that the position number (PCN) that populates is the correct PCN for the
selected applicant. If it is not correct, enter the correct position number or utilize
the magnifying glass look-up feature if available.
16. Click the Magnifying Glass icon.
17. For this example, select the 10065656 Position Number link.
10065656
18. Enter the bi-weekly salary or hourly rate (whichever applies for the position).
19. Enter the Start Date into the Start Date field or select it from the calendar.
20. Click the drop down box for Type of Hire.
Internal - Employee
21. Choose Transfer.
[Fanser
22. Click the Verify Employee ID link.
[Verify Employee 1D]
23. Click the Carry ID button.
24, Click the Return button.
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Step Action

25. Enter the Reason for Transfer.

Click the Magnifying Glass icon.

26. For this example, select the LSA (Lateral Transfer Same Agency) link.
LSA

27. If any additional comments are necessary for HR Data to review prior to finalizing
the hire, you can list them here. Examples include: requests for additional PPAF
recipients (i.e. payroll), underfill notes with job code, etc.

28. Ensure the following sections are complete and accurate before proceeding: First
Name, Last Name, National ID, all Address fields, and Date of Birth.

If any information is missing or inaccurate, contact the Talent Acquisition division.
If all information is complete and accurate, click the Save & Submit Request to

HR button.
Save & Submit Requestto HR |

Appendix O: PFH: Withdraw from Ready to Hire

Step Action

1. From the Main Menu, click the Recruiting link.
Fecruiting
2. Click the Find Job Openings link.

[E]  Find Job Openings

Enter the desired information into the Job Opening ID field.

Click the Search button.

5. Click the Job Title link.

Find the candidate that needs to be withdrawn from 080-Ready to Hire and click
the Take Action drop down list.

| Select Action... -|

7. Select the Withdraw From Hire option.
[Wingraw FromHire |

8. Click the Submit button.

Submit

9. This window is confirmation of a successful withdraw.

Click the Return to Previous Page link.
[Return to Previous Page
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